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yoursel f and the Navy.
total Navy training program Practica
progr am

HOW TO COWPLETE TH S COURSE SUCCESSFULLY

ERRATA: If an errata comes with this course

make all indicated changes or corrections
before you start any assignnent. Do not
change or correct the Training Manua

(TRAMAN) or assignnments in any other way.

TEXTBOOK _ASSI GNMVENTS: The TRAMAN for this
course is Yeoman 1 & C, NAVEDTRA 12614. The
TRAMAN pages that you are to study are listed
at the beginning of each assignnent. St udy
these pages carefully before attenpting to
answer the questions in the course. Pay
close attention to tables and illustrations
because they contain information that wll
hel p you understand the text. Read t he
| earning objectives provided at the beginning
of each chapter or topic in the text and/or
precedi ng each set of questions in the
course. Learning objectives state what you
shoul d be able to do after studying the
material. Answering the questions correctly
hel ps you acconplish the objectives.

BLACK DOT | NFORMATION:. Bl ack dots (@) may be
used in the text and correspondence course to
enphasi ze i nportant or suppl ement a
information and to highlight instructions for
answering certain questions. Read these
bl ack dot entries carefully; they will help
you answer the questions and understand the
material .

SELECTING YOUR ANSWERS:  After studying the
TRAMAN, you should be ready to answer the
questions in the assignnent. Read each
question carefully, then select the BEST
answer. Be sure to select your answer from
the subject natter in the TRAVMAN. You nay
refer freely to the TRAMAN and seek advice
and information from others on problens that

By enrolling in this course,
Remember, however, this self-study course is only one part of the
experience,
desire to succeed are also necessary to successfully round out a fully meaningful
You have taken an inportant step in self-inprovenment.

you have denonstrated a desire to inprove

schools, selected reading, and your
training

Keep up the good work.

may arise in the course. However, the
answers nust be the result of your own work
and deci sions. You are prohibited from
referring to or copying the answers of
others and from giving answers to anyone
el se taking the sane course. Failure to
follow these rules can result in suspension
from the course and disciplinary action.

SUBM TTI NG COVWPLETED ANSWER SHEETS:
Conplete all assignments as quickly as
possible to derive nmaxi mum benefit from the
course. As a mnimum you nmust submt at
| east one assignnment per nmonth. This is a
requi rement established by the Chief of
Naval Education and Training. Failure to
nmeet this requirenent could result in
disenrol I ment from the course

TYPES OF ANSWER SHEETS: If you are a U S.
Navy enlisted menber on active duty or a
drilling U S. Naval Reserve enlisted menber
you shoul d use the answer sheet attached at
the end of this course and follow the
instructions in section A below. If you are
an enlisted U S. Naval Reserve menber who is
not attached to a drilling unit or if you
are an officer, a civilian, or a nenber of
the U S. Arny, Air Force, Marine Corps, or
Coast @uard, you should use the Automatic
Data Processing (ADP) answer sheets included
in the course package and follow the
instructions in section B

A Manual |y Scored Answer Sheets

If you are a U. S. Navy enlisted nenber
on active duty or attached to a U S. Nava
Reserve drilling unit, your course will be
adm ni stered by your |ocal command. You
nmust use the answer sheet designed for
manual scoring, NETPMSA Form 1430/5, Stock



Ordering Nunber 0502-LP-216-0100. You may
get a supply of the forns from your
Educational Services Oficer (ESO, or you
may reproduce the one in the back of this
course bookl et . DO NOT USE THI S FORM FOR
COURSES ADM NI STERED BY NETPMBA.

Recording Information on the
Manual |y Scored Answer Sheets: As you
conplete  each  assignnent, submt the
conpl eted answer sheet to your ESO for

grading. You may submt nore than one answer
sheet at a time. Renenber, you nust submt
at |east one assignnent each nonth.

Grading: Your ESO w Il grade each
answer sheet and notify you of any incorrect
answers. The passing score for each
assignment is 3.2. If you receive less than
3.2 on any assignment, the ESOwll list the
questions you answered incorrectly and give
yau a answer sheet marked “RESUBMT.”  You
must redo the assignment and conplete the
RESUBM T answer sheet. The maximum score you
can receive for a resubmtted assignment is
3.2.

Course Conpl eti on:
submtted all the answer sheets and have
earned at least 3.2 on each assignnent, your
conmmand should give you credit for this
course by naking the appropriate entry in
your service record.

After you have

St udent Questi ons: [f you have
questions concerning the adm nistration of
this course, consult your ESO

B. ADP_Answer Sheets

If you are an enlisted U S.  Naval
Reserve menber who is not attached to a
drilling reserve unit or if you are an
officer, a civilian, or a menber of the US.
Arny, Air Force, Marine Corps, or Coast
Guard, use the ADP answer sheets provided in
your course package. You shoul d use one
bl ank original ADP answer sheet for each
assignment. Use only the original ADP answer
sheet provided in your course package;
NETPMSA wi || not accept reproductions.

Recording Information on the ADP
Answer Sheet s: Foll ow the  “MARKI NG
| NSTRUCTI ONS” on each answer sheet. Be sure
that blocks 1, 2, and 3 are filled in
correctly. This information is necessary for

ii

your course to be properly processed and for
you to receive credit for your work.

As you work the course, be sure to mark
your answers in the course booklet because
your answer sheets will not be returned to
you. \Wen you have conpleted an assignnent,
transfer your answer fromthe course bookl et
to the answer sheet.

Mai ling the Conpleted ADP Answer
Sheets: Upon conpleting an assignment, mail
the conpleted answer sheet to:

Commanding Officer

Naval Education and Training
Program Managenent Support
Activity
Pensacol a, FL 32559-5000

Use envelopes to mail your answer sheets.
You nust provide your own envel opes or
request them from your ESO You may enclose
more than one answer sheet in a single
envel ope. Remenber, regardless of how many
answer sheets you submt at a time, NSTPMSA
shoul d receive at |east one assignnent a
nont h.

NOTE: DO NOT USE THE COURSE COMVENTS
PAGE AS AN ENVELOPE FOR RETURNI NG ANSVER
SHEETS OR OTHER COURSE MATERI ALS.

G adi ng: NETPMSA wi || grade the
answer sheets and notify you by letter
concerning your grade for each assignnent,
your incorrect answers, and your final
gr ade. The passing score for each
assignment is 3.2. If you receive less than
3.2 on any assignment, you nust rework the
assignment.  NETPMSA will enclose a new ADP
answer sheet in the letter notifying you of
the questions you answered incorrectly.

You will be required to redo the assignnent
and resubmt the new answer sheet. The
maxi num score you can receive for a
resubmtted assignment is 3.2.

Course Conpl eti on: When you
conplete the last assignment, fill out the

“Course Conpletion” formin the back of the
course and enclose it with your last answer
sheet. NETPMSA wil | issue you a letter
certifying that you satisfactorily conpleted
the course. You shoul d make sure that
credit for the course is recorded in your
service record. YOU MAY RETAIN THE TEXT.



NOTE:  YOUR OFFI Cl AL COURSE COWPLETI ON
DATE WLL BE THE DATE YOUR LAST ASSI GNVENT IS
PROCESSED THROUGH THE NETPMSA ADP SYSTEM - NOT
THE DATE YOU DEPOSI T THE LAST ASSI GNVENT | N

THE MAIL. This is especially inportant if
you are taking the course for Naval Reserve
retirement credit. You must nmail your answer
sheets at least 60 days before your
anni versary date. This will provide you with
enough tine for delays in the mail or
reworking failed assignnents. DO NOT MAIL

YOUR ASSI GNMENTS TO THE NAVAL RESERVE
PERSONNEL COMVAND ( NRPC) .

Student Questions; Refer questions
concerning this course to NETPMBA by

mai | (use the address on page ii) or by
tel ephone:  DSN 922-1366 or comnercial (904)
452- 1366.

NAVAL RESERVE RETI REMENT CREDIT

If you are a nenmber of the Naval
Reserve, you will receive retirement points
if you are authorized to receive them under
current directives governing retirenent of
Naval Reserve personnel. For the purpose of
Naval Reserve retirenent, this edition of the
course is evaluated at 8 points. These
points will be credited to you upon your
satisfactory conpletion of the entire course.

NOTE:  YOUR OFFI Cl AL COURSE COWPLETI ON
DATE WLL BE THE DATE YOUR LAST ASSI GNVENT
| S PROCESSED THROUGH THE NETPMSA ADP SYSTEM
-NOT THE DATE YQU DEPCSIT THE LAST
ASSI GNMENT IN THE MAIL. Refer to the Course
Conpl eti on paragraph under section B, ADP
Answer Sheets.

COURSE  OBJECTI VES

This course covers material on the
foll owi ng subjects: t he Navy Yeonman,
education , advancenent , career
opportunities, assi gnment s, retention,
adm ni strative procedures, forms, reports
control, records di sposal, per sonnel
support,  manpower authorization, travel,
security, legal, and separations.



Naval courses may include several types of questions—multiple-choice, true-false, matching, etc. The questions
are not grouped by type but by subject matter. They are presented in the same general sequence as the textbook
material upon which they are based. This presentation is designed to preserve continuity of thought, permitting
step-by-step development of ideas. Not all courses use all of the types of questions available. The student can readily
identify the type of each question, and the action required, by inspection of the samples given below.

MULTIPLE-CHOICE QUESTIONS

Each question contains several alternatives, one of which provides the best answer to the question. Select the
best alternative, and blacken the appropriate box on the answer sheet.

SAMPLE

s-1. Who was the first person appointed Indicate in this way on the answer sheet:

Secretary of Defense under the
National Security Act of 19477

1. George Marshall ’i‘ }2?

3 4
2. James Forrestal
3. Chester Nimitz s-1 C] - r——] l:] - _
4. William Halsey

TRUE-FALSE QUESTIONS

Mark each statement true or false as indicated below. If any part of the statement is false the statement is to
be considered false. Make the decision, and blacken the appropriate box on the answer sheet.

SAMPLE
s-2. All naval officers are authorized to Indicate in this way on the answer sheet:
correspond officially with any systems
command of the Department of the
Navy without their respective com- 1 2 3 4
manding officer’s endorsement. T F
1‘ True 5'2 D - D D —_ - -
2. False

MATCHING QUESTIONS

Each set of questions consists of two columns, each listing words, phrases or sentences. The task is to select
the item in column B which is the best match for the item in column A that is being considered. Items in column
B maybe used once, more than once, or not at all. Specific instructions are given with each set of questions. Select
the numbers identifying the answers and blacken the appropriate boxes on the answer sheet.

SAMPLE

In questions s-3 through s-6, match the name of the shipboard officer in column A by selecting from column
B the name of the department in which the officer functions. Some responses maybe used once, more than once,
or not at all.

A. OFFICER B. DEPARTMENT Indicate in this way on the answer sheet:

s-3. Damage Control Assistant 1. Operations Department

s-4. CIC Officer 2. Engineering Department s-3 o
s-5. Disbursing Officer 3. Supply Department s-4
s-5

s-6. Communications Officer

BN~
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Text book Assi gnnent:

ASSI G\VENT 1

pages 1-1 through 2-13.

“The Navy Yeonman” and “Education and Advancenent,” chapters 1 and 2,

1-1.

1-2.

1-3.

1-4.

Learni ng Objective: Descri be naval
standards (NAVSTGs) and occupa-
tional standards (OCCSTDs) and how
they fit into the naval advancenent
system

Which of the followi ng publications
forns the basis for the

advancenent, training, and
distribution of personnel?

1. Manual of Advancenent

2. Retention Team Manual

3. Manual of Navy Enlisted
Manpower and Personnel 1-6.
Cl assifications and
Qccupational Standards

4, Enlisted Transfer WManual

NAVSTDs are skills other than those
defined by OCCSTDs and are
essential in order for an
individual to function effectively

at a given level of responsibility. 1-7.
1. True
2.  False

OCCSTDs are defined as which of the

foll owi ng standards?

1. Maximum level of skill
to performa task

2. Maxi mum enlisted paygrade
required to perform a task

3. Mnimm level of skill required
to performa task

4, Mninmm enlisted paygrade
required to perform a task

required

OCCSTDs are phrased in the |anguage
of task statenents.

1. True
2. Fal se

1-5.

Ef fective comunication requires
that you have what kind of basic
know edge?

Knowl edge of your own | anguage
Knowl edge of a foreign |anguage
Knowl edge of other ratings
Each of the above

NS .

Learni ng Objective: Describe the
duties and responsibilities of the
adm nistrative assistant and the
ship’s secretary.

Which of the follow ng people would
nost likely be appointed to the job
of administrative assistant?

Admi nistrative officer
Personnel officer

Seni or Per sonnel man
Seni or Yeoman

il NS -

The administrative assistant’s
basic responsibilities may include
which of the follow ng duties?

1. Report on the effectiveness of
admini strative policies,
procedures, and regul ations of
the command

2. Review all correspondence
prepared for the signature of
the executive officer

3. Schedule interviews of visitors
with the executive officer

4. Al of the above



1-8.

1-9.

1-10.

1-11.

Concerning duties, responsi-
bilities, and authority of an

adm nistrative assistant, which of
the following statements is NOT
normal ly correct?

1. Report the effectiveness of
admi nistrative regulations of
the command to the executive
of ficer

2. Maintain the nmast record for
the commanding officer’s
nonj udi ci al puni shnment s

3. Coordinate the assignments of
enlisted personnel

4, Approve administrative
equi prent requisitions wthin
the budget all owances

What individual is responsible for
the coordination and indoctrination
of newy reported personnel?

Training officer
Admi ni strative assistant
Di vision officer
Department head

What is the title of the individual
who controls the admnistration and
accountability of ship's
correspondence?

Fl ag secretary

Ship's secretary

Flag |ieutenant

Assi stant chief of staff for
admi ni stration

Your ship’'s engineer officer
originated a report that was sent
to the type comuander (TYCOM. You
receive a letter fromthe TYCOM
requesting further information
concerning the report. \hen shoul d
you provide a copy of the report
for the respondent?

1. When the reply is routed to the
CO for signature

2. When the engineer officer has
prepared the reply

3. Wen the engineer officer asks
for it

4. When you route the incomng
letter

1-12.

1-13.

1-14.

1-15.

The ship's secretary receives a

| etter addressed to the conmmanding
of ficer (CO recognizing sone of
the COs personnel for their
support. What action(s) should the
ship’'s secretary take?

1. Dictate an answer inmediately
and mail it

2. Prepare an answer in rough
draft

3. Subnit the letter to the
executive Oficer

4, Ml a letter in reply and
inform the executive officer

Learning Qbjective: Describe the
duties involved in handling
correspondence and officer records.

In a broad sense, what does
accountability for correspondence
nmean?

1. Care of all classified matter
Mai nt enance of all
correspondence in central

3. Proper handling of only
Confidential and Secret
corr espondence

4, Physical safeguard of
correspondence in all

files

files

When you take action on original
correspondence and wish to retain
it, what should you do with the
control slip?

1. Attach the control slip to the
original correspondence

2. Make a copy of the control slip
for the central files

3. Return the control slip to
central files with a note that
the original is being held

4. Destroy the control slip

Who nakes sure the ship's central
files are properly nmaintained?

The executive officer
The ship's secretary
The captain’s Yeonman
The file Yeonman

=wn e



1-16.

1-17.

1-18.

1-19.

1- 20.

Supervi sion of the conmmandi ng

of ficer’'s personal correspondence
file is a responsibility of what
person?

Captain’s Yeonan
Ship's secretary
File Yeonman

Executive officer

e

Signatures are required in the
service record for which of the
foll owing reasons?

1. To ensure entries are made by
proper authorities

2. To ensure the records are
mai nt ai ned properly

3. Both 1 and 2 above

4, To ensure the individua
mai ntaining the record is
accountable for errors

Which, if any, of the follow ng
responsibilities does a ship's
secretary have regarding officer
records?

Mai ntai n cust ody
Keep up to date

Both 1 and 2 above
Si gn where indicated

e

Signatures in the service record
are made in tenporary black or
bl ue- bl ack i nk.

1. True
2. Fal se

Way are notices identified by a tab
if they are interfile with
instructions?

1. To show that the cancellation
date of those notices has
passed

2. To facilitate renoval of
notices fromthe file on their

cancel l ati on date
3. Because notices are |ess

authoritative than instructions
4, Because notices are nore
authoritative than instructions

1-21.

1-22.

1-23.

1- 24.

Wo is ultimately responsible for
maki ng the Directives |ssuance
System work on the ship?

Ship's secretary
Captain’s Yeonan
Executive officer
Admi ni strative assistant

W e

The required publication allowances
are listed in which of the
following publications and/or

m crof i che?

Naval Mlitary Personnel WManual
NAVSUP P2002 (nicrofiche)

Both 1 and 2 above

Directives Issuance System

s w e

Learning Qbjective: | dentify
factors that contribute to high
noral e and agencies avail able
within the Navy comunity that
pronote health and welfare

Since every petty officer and chief
petty officer has a duty to work
toward maintaining high norale
anong their personnel, what
practice should each |eader or
supervi sor enpl oy?

1. Avoid counseling about persona

matters
2. Avoid giving guidance in
spiritual matters

3. Provide adequate counseling and
gui dance, but only in nmatters
pertaining to a nenber’s
mlitary duties and obligations

4. Provide counseling to nenbers
who feel a need to discuss with
you any problem that hinders
the operation of your division

Which of the following is an
i ndication of high norale?

Confi dence

Loyal ty
Cooper ati on

Each of the above

s w e



1-25. Which of the following is an
excellent aid to the devel opment of
hi gh noral e?

Recogni ze acconplishnments
Record probl ens

Avoid pointing out errors
Elimnate criticisnms and
recomendati ons on

organi zational weaknesses

A

1- 26. Under whose authority does the
enforcenent of private financial
obligations fall?

Cvil authorities
Comandi ng officer
Comand naster chi ef
Di sbursing officer

P whh e

LT Brush was authorized TEMADD orders

® to the Naval Operational Intelligence
Center, Washington, DC, for 5 days. He
was aut horized $800 advance pay for the
trip. Upon LT Brush’s return from his
TEMADD assignment, he submitted a travel
voucher for the expenses incurred during
the TEMADD assi gnnent. The travel voucher
showed that the expenses incurred were not
equal to or greater than the advance pay
LT Brush had received.

1-27. LT Brush’'s travel voucher indicates
that he is indebted to the
government. Which of the follow ng
instructions pertains to the
Rem ssion of |ndebtedness or Wiiver
of the Government Caim Arising
from Menmbers of the Naval Service?
1.  BUPERSI NST 1430.16
2. BUPERSI NST 1571. 16
3. SECNAVI NST 1741.4
4. SECNAVI NST 7220. 38

1-28. Normal Iy, which of the follow ng
agencies is NOT considered to be
one of the prinmary agencies that
provi des suppl enentary norale
service to mlitary personnel and
their dependents?

Family Service Center
Navy Relief Society
First National Bank
Red Cross

e N

1- 29.

1- 30.

1-31.

1-32.

Which of the followi ng services
is/fare NOT provided by the Navy
Rel i ef Society?

Entertai nnent shows

Visiting nurse program
Prenatal supplies

Financial |oans and grants at
no interest

e

The Navy Wves' Cub of Anerica

provi des college scholarships to
children of enlisted personnel of
which of the follow ng services?

Navy only

Marine Corps only

Coast Quard only

Navy, Marine Corps, and Coast
Guard

e

Learni ng Objective: I dentify
educational prograns available to
the service menber.

Providing financial aid to
personnel who attend educati onal
institutions on a voluntary off-
duty basis is the purpose of which
of the follow ng prograns?

1. Defense Activity for Non-
Tradi tional Educational Support
( DANTES)

2. Program for Afloat College
Educati on (PACE)

3. Tuition Assistance (TA)

4, Instruction Service Program

Comandi ng officers may use the
Instruction Service Program to
provi de education in which of the
followi ng areas?

Academ ¢

Techni cal

Pr of essi onal

Al of the above

e



1- 33.

1- 34.

1- 35.

1- 36.

1-37.

Whi ch of the follow ng goal s CANNOT 1- 38.
be acconplished through Navy

Canpus?

1. Associate’'s degree

2. Carpenter’s apprenticeship

3. Bachelor’s degree

4, Master’s degree

Participating colleges waive 1-39.

residency requirenents and accept
up to 75 percent of degree credit
received through college-approved
nontraditional neans in which of
the follow ng Navy educational

prograns?

1. Navy Canpus

2. Tuition Assistance

3. PACE

4, Instruction Service Program

Which of the follow ng educational
progranms offers on-duty instruction
and devel opnent in English,

readi ng, and mathenmatics?

1. DANTES

2.  PACE

3. Basic Skills Program

4. TA 1- 40.

A person wishing to take the
schol astic aptitude test (SAT)
shoul d apply through which of the
fol l owi ng prograns?

Basic Skills Program
DANTES

PACE

TA

Aowre

VWhat educati onal program provides
sel f-study training packages of
instruction in professional
subj ects?

1. Tuition Assistance Program

. Instructor Service Program

3. Nonresident Training Course
(NRTC) Program

4. National Apprenticeship Program

Most NRTCs are designed to help you
study what type of books?

1. Advancenent handbooks

2. Training manuals ( TRAMANS)

3. Practical advancenent
requirenents

4.  Course planning guides

To make sure you have the | atest
edition of a TRAMAN, you nust
conpare the manual’s NAVEDTRA
nunber to the nunber listed in the
nmost recent edition of what

publi cation?

1. Navy Enlisted Manpower and
Per sonnel Cl assifications and
Qccupational  Standards

2. Bibliography for Advancenent
St udy

3. Li st of Training Manual s and
Correspondence Courses

4, Manual of Advancenent

Learning Objective: Descri be the
Navy advancenent system

naval 1-41.

VWhat official publication should
you consult for specific

i nformati on concerning advancenent
in the Navy?

1.  Navy Enlisted Manpower and
personnel C assifications and
Qccupational  Standards

2. Bibliography for Advancenent
St udy

3. Li st of Training Manual s and
Correspondence Courses

4. Manual of Advancenent

During what month woul d BUPERS
Notice 1418 be published announcing
the January E-7 exam nation?

1. March

2. Septenber
3. Novenber
4. Decenber



1-42.

1-43.

1- 44,

VWat officer certifies that an 1-45.

i ndi vi dual has nmet the
qualifications and is fully
conpetent to perform at the next

hi gher rate?

1. Commandi ng officer

2. Executive officer

3. Division officer

4, Admnistrative officer

For “early” candidates to be

sel ected over “regular” candidates
for advancenment, the early
candidate will normally have to
neet which of the follow ng

requi renents?

1. Achieve a higher final nultiple
score than a regular candi date

2. Have nore tine in type 4 duty
than a regul ar candidate

3. Have a greater anount of tine

in rate (TIR) than a regular 1-46.

candi dat e

4. Have nore passed, but not
advanced (PNA) points than a
regul ar candi date

Wio aut horizes the advancenent of
chief petty officers (CPGCs) after

t hey have been selected by the CPO
sel ection board?

1. Secretary of the Navy 1-47.
2. Chief, Naval Education and

Trai ni ng
3. Chief of Naval Personne

4.  Commanding O ficer, Nava
Education and Training Program
Managerment Support Activity

Wiich of the followi ng petty
officers will nost likely be
advanced?

1. P02 Pistol who hesitates to
nmake decisions and to seek
assignnents of increased
responsibility

2 P01 Door who does not hesitate
to make a decision and to seek
assi gnnents of increased
responsibility

3 P02 Christnas who never nekes a
deci sion w thout consulting
with higher authority and is
content with just qualifying
for advancenent

4 P01 Frost who makes a decision
that he is likely to change
several tinmes and strictly
supervises, requiring his
nmenbers to do all the work

Wiich of the following is NOT a
proper study technique?

1. To study only when you have
not hing else to do
2. To study often for short

peri ods
3. To sunmarize what you have read

4. To ask questions of the |eading
petty officer

Wiich of the follow ng publications
woul d have the least value in
preparing a YN2 for advancenent to
YNL1?

1. Naval MIlitary Personnel Manua
2. Applicabl e TRAMANs
3.  Advancenent Handbook for Petty

Oficers

4. Navy Enlisted Manpower and
Personnel Cassification and
Qccupational Standards



1-48

1-49

1-50

1-51.

1-52.

Wihich of the follow ng publications
lists the mnimum requirenents for
advancenment to YNL1?

1. Navy Enlisted Manpower and
Personnel Cl assifications and
Cccupational Standards

2. Bibliography for Advancenent
St udy

3. Mlitary Requirenents for POl

4. Advancenent Manual for Petty
O ficers

To reflect changes and devel oprments
in the Navy, how is the Navy
Enl i sted Manpower and Personnel

O assifications and Cccupati onal

St andards manual kept up to date?

1. A new nanual is issued each
year

2. Numbered changes to the basic
publication are issued

3. Mjor revisions of the basic
publication are made

4. BUPERS issues annual directives

Wiich of the follow ng publications
identifies the source material on
whi ch you may be tested on a

Navywi dw advancenent examni nation?

1.  Navy Enlisted Manpower and
Personnel C assifications and
Cccupational Standards

2. Basic Mlitary Requirenents

3. Bibliography for Advancenent
St udy

4. Advancenent Manual for Petty
Oficers

How often is the Biliography for
Advancerent Study revised?

Annual |y
Sem annual | 'y

Quarterly
Mont hl'y

e

An asterisk beside a course listed
in the Bibliography for Advancenent
Study indicates what feature about
the course?

It is optional

It is mandatory

It is helpful

It is research material

e

1-53.

1-54.

1-55.

1-56.

When should the Recommendation for
Advancenent in Rate or Change of
Rating (Wrksheet), NAVEDTRA
1430/ 2, be signed?

1. On the day of the exami nation
2. Before the day of the
exami nation
3. Wthin 3 days after the
exam nation
4. Any tine after the exam nation

Learning Objective: Describe
advancenment progranms that do not
require participation in the
Navywi de advancenent exami nation.

In the title, Selective Conversion
and Reenlistment (SCORE) Program
what does the word conversion nean?

1. Precommissioning crews for new
shi ps

2. Conversion crews for ships in
maj or over haul

3. Both 1 and 2 above

4. Change of rating

A SCORE applicant cannot have nore
than how nmany years’ total active
mlitary service in order to

qual i fy?

8 years
10 years
12 years
15 years

pLODOE

RESCORE applicants are initially
brought back on active duty for
what period of enlistnment?

6 years
2 years
3 years
4 years

oo e



1-57.

1-58.

1-59.

1-60.

1-61.

Specific eligibility requirements
and application procedures for the
SCORE and RESCORE Prograns are
established in what publication?

1. Naval Mlitary Personnel Manual

2. Customer Service Manual

3. Career Information Program
Managenent

4, U 'S. Navy Regul ations, 1990

The STAR Programis designed to
provide reenlistnent incentives for
what particular group of naval
enlisted personnel?

1. First term personnel only

2. First and second term personnel

3. Al personnel with less than 10
years’ active duty

4, Al personnel who desire
cross-rate training

Certain career incentives may be

guaranteed under the STAR Program
Whi ch of the followi ng incentives
woul d NOT be guaranteed?

1. Assignnent to a class C school

2. Advancenent to petty officer
second cl ass

3. Assignnent to a class A school

4.  Advancenent to petty officer
first class

In which of the follow ng
publications are the ninimum
standards of qualification for the
STAR Program set forth?

Enlisted Transfer Manual

Naval M litary Personnel Manual
U S. Navy Regul ations, 1990
Career Information Progran
Managenent

el N S

An applicant for the STAR Program
must agree to reenlist or enlist
for what period of tine?

2 or 4 years
2 or 6 years
5 years
4 or 6 years

Hwn e
N
o
=

1-62.

1-63.

1-64.

1-65.

1-66.

The applicant for the STAR Program
nmust not have a record of
conviction by court-martial or

nonj udi ci al puni shment for what
period preceding the date of
application?

1. 12 nonths
2. 18 nonths
3. 24 nonths
4, 36 nonths

Learning Objective: Identify
career opportunities available to
the service menber.

Which of the followi ng programs is
NOT normally considered to be an
enlisted-to-officer progran?

Naval Acadeny

Limted Duty Oficer
Chief Warrant Oficer
Direct procurenent

e

Whi ch of the follow ng
enlisted-to-officer progranms gives
the participant the choice of a
commi ssion in the Navy or Marine
Cor ps?

BOOST

Naval Acadeny

Limted Duty O ficer
Chief Warrant O ficer

N

What are the two NROTC Schol arship
Prograns?

One- Year and Two- Year
Two- Year and Four- Year
Thr ee- Year and Four - Year
Four-Year and G aduate

N

Candi dat es who conpl ete the BOOST
Program can expect to qualify for
whi ch of the follow ng
enlisted-to-officer prograns?

1. Naval Acadeny

2. Naval Reserve Oficer Training
Cor ps

3. Both 1 and 2 above

4, O ficer Candidate School



3-67.

1-68.

1-69.

1-70.

To qualify for officer
school (OCS), an enlisted person
must possess what ninimum |l evel of
education?

1. Associate

2. Baccal aureate
3. Mast er

4, Doctorate

Enli sted personnel
and bel ow designated as officer
candi dates are advanced to which,
if any, of the follow ng paygrades
upon reporting to OCS?

1. E-5

2. E-6

3. E-7

4, None of the above; all enlisted
personnel are designated 1-73.
of ficer candidates in their
present paygrade

Whi ch of the follow ng

enlisted-to-of ficer
an enlisted nenber

prograns offers
a full-tine

opportunity to conplete 1-74.

requirenents for a baccal aureate
degree and to become a commi ssioned
officer?

1. Oficer
School

2. Enlisted Conmi ssioning Program

3. Limted Duty Oficer

4. Chief Wrrant

Candi date Preparatory

Which of the follow ng prograns
is/are considered to be the primary
enlisted-to-officer program
sponsored by the Navy that does not
required a college education?

1. Chief Warrant O ficer and
Limted Duty Oficer

2. OCs
3. NROTC
4. BOOST

candi dat e 1-71.

in paygrade E-4 1-72.

Oficer 1-75.

What is the nost junior petty
officer paygrade that can qualify
for the Chief Warrant Oficer

Pr ogr anf?

1. E-6
2. E7
3. E-8
4. E-9

VWhat is the maxi mum nunber of

years' active duty that an
applicant nmay have served for the
Chief Warrant Oficer Progran®
1. 14 years

2. 16 years

3. 20 years

4, 24 years

The Limted Duty Oficer Program
requires a college education before
conmi ssi oni ng.

1. True
2. Fal se

What is the lowest petty officer
rate that can qualify for the LDO
Pr ogr anf?

1. E-4
2. E-5
3. E-6
4. E-7

What is the mninum nunber of years
of active naval service that an LDO

Program candi date nust have
conpl et ed?

1. 6 years

2. 8 years

3. 10 years

4. 12 years



ASSI G\VENT 2

Text book Assi gnnent: “Assignments and Retention,” “Administrative Procedure,” and “Forns,”
chapters 3, 4, and 5, pages 3-1 through 5-7.
2-4, Assi gnment control is the
Learni ng Objective: Describe the sel ecting, detailing, and ordering
assi gnnent system used by the U S of certain individuals to fill
Navy for enlisted distribution billets. What official or activity
management control and |ist various is the assignnent control for all
types of duty to which a nenber undesi gnated SN, FN, and AN
nm ght be expected to be assigned. per sonnel ?
1. Commanding Oficer, Enlisted
2-1. Whi ch of the following is one of Per sonnel Managenent Center
many el enents needed to support a ( EPMAC)
strong Navy? 2. Naval Reserve Personnel Center
( NAVRESPERCEN)
1. A 40-hour workweek 3. BUPERS
2.  An assignnment system 4. CNO
3. An informal climte
4. A honesteading system 2-5. Aut omat ed personnel nanagenent
informati on systens were devel oped
2-2. Mai ntai ning control over the Navy's to support the enlisted
enlisted assignnent systemis the di stribution nanagenent control
responsibility of which of the functions. How many of these
following officials or activities? systenms were devel oped?
1. Fleet conmanders in chief 1. Five
2. Bureau of Naval Personnel 2. Two
3. Chief of Naval Operations 3. Three
4, Assistant Secretary of Defense 4. Four
2- 3. Separate functions were established 2- 6. Personnel who are distributed

to support enlisted distribution
managenent control s. How many of
these functions were established?

1. Five
2. Two

3. Three
4, Four

10

according to their occupational
skill and special talent earned in
their rating are divided into which
of the following comunities?

Sea- submari ne
Sea-surface/air
Opened-1 oop NEC
Cl osed-1 oop NEC

Hwde



2-7.

2-8.

2-9.

2-10.

Information pertaining to the Navy 2-11.

Manning Plan (NMP) can be found in
whi ch of the follow ng
publ i cations?

1. Naval MIlitary Personnel Manual
(M LPERSVAN)
2. Manual of Navy Enlisted
Manpower and Personnel
Cl assifications and
Qccupational Standards,
vol ume 11
3. Enlisted Transfer Mnual
( ENLTRANSMAN)
4, U.S. Navy Regul ations, 1990
2-12.
CNO and manning control authorities
have directed that certain
activities be given priority
manning in the assignnent of
personnel. VWich of the follow ng
is a manning priority category?
1. CNO Priority 1
2. CNO Priority 2
3. MCA Priority 3
4, Each of the above 2-13.
For rotation purposes, a total of
how many different types of duty
are classified as sea, shore, or
neutral duty?
1. Eight
2. Six
3. Three
4. Four
Seal/ shore codes (SSCs) are
reflected in the Enlisted
Distribution Verification Report
(EDVR) as the type of duty a nenber
is assigned. For rotation 2-14.

pur poses, which of the follow ng
SSCs are creditable for sea duty?

1. 2, 3, and 4
2. 2, 5, and 6
3. 3, 5, and 6
4, 3, 5, and 7

11

For rotation purposes, which of the
following SSCs are creditable for
shore duty?

1. 1 and 5 only

2. 1 and 6 only

3. 5 and 6 only

4. 1, 5, and 6

Learni ng Objective: List the

criteria for humanitarian and
hardshi p assignnments.

The criteria for determning
hurmani t ari an/ hardship assi gnnments
are contained in which of the
following publications?

1. M LPERSVAN

2. ENLTRANSMVAN

3. Manual of Judge Advocate
General (JAGVAN)

4, U. S. Navy Regul ations, 1990

Wi ch of the follow ng

circunmstances would nornally

warrant special consideration for a

hardshi p assi gnnent?

1. A nmenber’s fiancee is

hospitalized as result of a
severe illness

2. A menber has a separation
agr eenent

3. A nenber has been awarded

physi cal custody of children
and needs time to nmake living

arrangenents
4, Al of the above

When energency | eave does not
provide sufficient time to ease a
hardship, how nmuch time is allotted
for tenporary duty humanitarian (TD

HUMS) assi gnnent ?
1. 12 nont hs
2. 9 nont hs
3. 6 nont hs
4, 4 nont hs



2-15.

2-16.

2-17.

2-18.

2-19.

When a menber is being transferred 2-20.

for TD HUMS, which of the follow ng
requi renents applies to the
i ssuance of TO HUMS orders?

Advance dislocation allowance
Advance per diem

Leave en route

Shi prent  of househol d goods

B~ wn e

When should a nenber on TD HUMS be
interviewed to determine if the

hardshi p has been resolved before
submitting an availability report?

1. 1 nonth before projected
rotation date (PRD)

2. 2 nonths before PRD

3. 3 weeks before PRD

4, 6 weeks before PRD 2-21.

Non-U. S. citizens will not be

assigned to perform mlitary duty
in an overseas area during their

first term of enlistnent in which
of the follow ng areas?
Hawai i
Japan 2-22.

Puerto Rico
Al aska

Ll

Overseas tour lengths are
establ i shed by what departnent or

official?

1. Departnent of Defense

2.  Commerce Department 2-23.
3. Secretary of Defense

4.  Chief of Naval Personnel

Overseas tour lengths are
prescribed in which of the
foll owing publications?

1. U S. Navy Regul ations, 1990
2. Standard Organization and

Regul ati ons ( SORM 2-24.

3. M LPERSMAN
4. ENLTRANSMAN

12

Suitability for overseas assignnment
is determ ned by which of the
following individuals?

1.  The menber

2.  The commanding officer of the
recei ving command

3.  The commanding officer of the
transferring conmand

4, The PSD hol ding the nenber’s
record

Learni ng Objective: Descri be the
counseling interview system as it
applies to the Navy’'s retention
program

The counseling interview systemis
conposed of how many required
interviews?

1. Five

2. Si x

3. Seven
4.  Eight

Which of the following interviews
will be given only once during a
menber’s entire career?

1. Retention prograns
2. 17-year nonitor

3. Both 1 and 2 above
4,  Reporting

The action plan for the required
interviews are contained in what
publication?

1. Career Information Program
Managenent

2. ENLTRANSMAN

3. Retention Team Manual

4. M LPERSVAN

What individual is responsible for
conducting the group presentation
for reporting interviews?

Command career counsel or
Department career counsel or
Di vi sion career counsel or
Work center career counsel or

e



2- 25.

2- 26.

2-217.

2-28.

2-29.

The one-on-one reporting interview 2- 30.

nmust be held within what maxi num
nunber of days after a menber
reports on board the command?

10 days
15 days
30 days
45 days

e

The group presentation for the
retention interview should be
conducted during what tinme frame?

1. ADSD plus 15 nonths 2-31.
2. ADSD plus 17 nonths

3. 10 nonths before EACS

4. 11 months before EACS

During what required interview are
advancenent requirenents checked

and mini mum advancenent
requi renents through P02 thoroughly
expl ai ned?

Reporting
Ret enti on
I ncentive
17-year

Hwd e

The group presentation for the
incentive interview should be held
during what time frame?

1. ADSD plus 18 nonths
2. ADSD plus 17 nonths
3. 10 nmonths before EACS or PRD
4, 11 nonths before EACS or PRD
2-33.

What will be the division career
counselor’s primary concern(s) when
conducting an incentive interview
for the menber who is approaching
PRD and not EACS?
1. Reviewing and updating enlisted

duty preference form
2. Advance training and submi ssion

of a NAVPERS 1306/7 for a 2-34.

school, if desired

3. Both 1 and 2 above

4,  Making sure mninmm advancenent
requirenents are net

13

noni t or 2-32.

The full-scale civilian career
opportunities presentation should
be given to which of the follow ng
menbers during the incentive

i nterview?

1. A nenber who has decided not to

reenli st
2. A nenber who has decided to
reenli st

3. A nenber who has not made a
decision to reenlist or
separate

During the 17-year nonitor
interview, the division career
counsel or should stress which of
the following benefits or prograns?

1. The benefits of renaining on
active duty past the initial
Fl eet Reserve eligibility date
2. Survivor Benefit Plan
3. Survivor annuities such as SG.I
and VGLI
4,  Departnent
benefits

of Veterans Affairs

A nmenber should be scheduled for a
preretirement group presentation at
| east how many days before
retirenent?

180 days
120 days
90 days
45 days

el

The division/work center career
counselor nust hold a separation
interview at |east how many days
bef ore actual separation?

1. 90 days
2. 45 days
3. 30 days
4, 15 days

The results of all required
interviews should be recorded on
which of the followi ng forns?

NAVPERS 1326/ 7
NAVPERS 1306/ 7
NAVPERS 1210/ 2
NAVPERS 1160/ 11

Eall



2-35.

Learning Qbj ective: Li st the
requirenents for drafting and
witing nessages and the
responsibilities of the
i nvol ved.

i ndi vi dual s

In addition to outgoing letters,
out goi ng nessages are a vital
adm nistrative function.

1. True
2. Fal se

I'N ANSVERI NG QUESTI ONS 2-36 THROUGH 2-39
SELECT FROM COLUWN B THE RESPONSI BI LI TY
ASSI GNED TO THE | NDI VIDUAL | N COLUWN A.

A._INDI VIDUALS B. RESPONSI BI LI TI ES

2- 36. Ori gi nat or 1. Conposes the
nmessage
2-37. Drafter
2. Authorized to
2- 38. User rel ease
the nessage
2- 39. Message
rel easer 3. The authority
in whose nane a
nessage i s sent
4. Authorized to
draft, release
and process the
nmessage
2- 40. Which of the followi ng publications
lists the authorized Plain Language
Addresses (PLRs) for nessages?
1. Standard Navy Distribution List
( SNDL)
2.  Message Address Directory (MAD)
3. Tel ecommuni cati ons Users Manua
(NTP)
4. Naval Mlitary Personnel Manual
(M LPERSMAN)
2-41. How nmany types of classified and

uncl assified narrative nmessages are
t here?

1. Five
2. Two
3. Three
4, Four

14

2-42.

2-43.

2-44.

2-45.

2-46.

2-47.

What precedence is nornmally
assigned to commercially refiled

messages?

1. ROUTI NE

2. PRORITY

3. | MVEDI ATE

4. FLASH

For drafting a message that
contains classified information,
which of the following instructions

prescribes the special instructions
and declassification markings?

1. OPNAVI NST 1000. 16F

2. OPNAVI NST 1710.7

3. OPNAVI NST 5213. 1B

4. OPNAVI NST 5510. 1H

Operational messages deal only wth
peri shabl e information.

1. True

2. False

What is the highest precedence

nornaelly assigned to administrative
nmessages?

1. RQUTI NE
2. PRIORITY
3. | MVEDI ATE
4. FLASH

When drafting a message, which of
the following rules of naval
courtesy should you observe?

1. Juniors ADTAKE seniors

2. Seniors request attention

3. List addresses by highest
echel ons before | ower

4, Both 2 and 3 above

Whi ch of
be considered first
wite a nessage?

the following factors nust
before you can

The classification
The | ength

The purpose
The distribution

el N -



2-48.

2-49.

2-50.

When you wite a nessage
should not use short titles and
abbreviations in nmessages addressed
to which of the follow ng

i ndi vi dual s?

1. Congress
2.  Fleet commanders
3. Chief of Naval Operations
4. Chief of Naval Personnel
2-52.
Usual Iy, separate files are
mai ntained for Al Navy (ALNAV) and
Navy Operations (NAVOPS) nessages
Normal |y, in what sequence are
these nessages filed?
1. Nunerical order by originator
2. Nunerical order by cal endar
3. Al phabetical order by 2-53.
ori gi nat or
4. Al phabetical order by subject
Learning Objective: Describe the
different kinds of awards given to
publicly recognize service menbers
2-54.
How shoul d you (a) begin and (b)
end a letter of appreciation or
commendat i on?
1. (a) By expressing thanks or
commendi ng the individual
(b) by thanking or praising the
i ndi vi dual again
2 (a) By expressing thanks or
comrendi ng the individual
(b) by stating the individual’s
| eadershi p potential
3 (a) By summarizing the type of
support acconpl i shnent 2-55

(b) by expressing thanks or

comendi ng the individual

By stating the individual’s

characteristics

(b) by expressing thanks or
comendi ng the individual

15

you 2-51.

What is the nost inportant el enent
in witing a personal award
recomendat i on?

1. The nmenber’s detachment date
2. The citation

3. The sumary of action

4,  The nunber of individuals

recormended for the award

When witing a personal award
recomendati on, you should avoid
what type(s) of approach?

1. Excessive use of superlatives
2. Job description

3. Both 1 and 2 above

4, Specific acconplishnents
Nonconbat citations are limted to

how many typewritten |ines?

1. 10
2. 15
3. 22
4. 30

What are the parts of a citation?

1. Opening sentence

2. Statenent of achievenent or
service

3.  Commendatory remarks

4, Al of the above

Learning Onojective: I dentify
practices and procedures applicable
to the preparation of various types
of social correspondence

Unless formal invitations are
engraved, they should be witten in
| onghand.

1. True
2. Fal se



2-56.

2-57.

2-58.

2-59.

2-60.

Invitations for sone frequently
recurring social functions may be
partially engraved. Space is left
in such invitations for |onghand
insertion of which of the follow ng
i nfornmation?

1.  The guest’s nane

2. The type of function

3. The date and tine of the affair
4. Al of the above

A formal invitation is nornally

worded in the second person,
present tense

1.  True

2. Fal se

After you have witten the full
nane and title of the host on a
formal invitation, what do you

pl ace on the next |ine?

1. The invitation
2. The tine

3. The date

4,

The type of function

If an invitation to a fornal
shi pboard function contains both

R S.V.P. and a boat schedule, the

boat schedul e shoul d appear in the
| ower right corner.

1. True

2. Fal se

Most formal invitations should be

answered even though a reply is not
request ed. An exception to this
rule would be an invitation to

whi ch of the follow ng occasions?

1.  Home wedding

2. Formal reception ashore
3. Formal reception aboard a large
vessel

4. Church wedding
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2-61

2-62.

2-63.

2- 64.

2- 65.

Wien an invitation is accepted
what does the receiver always
include in his or her reply to nake
sure there is no nisunderstandi ng?

1. Type of function

2. Letters RS V.P.

3. Tinme, date, and place of the
event

4. Host’s nane

An invitation from which of the
follow ng individuals has the

hi ghest precedence?

1 Secretary of Defense

2 Secretary of the Navy

3. Chief of Naval Operations

4 President of the United States

Learning Objective: | dentify
practices involved in preparing for
and participating in cerenonies.

Generally, the first ship
conmi ssioning cerenony is the
responsibility of what official?

The buil der

Chi ef of Naval
Area comrander
Prospective commandi ng officer

Oper ati ons

e A\ .

As a general rule, invitations are
not issued for a ship
decomi ssi oni ng cerenony.

1. True
2. Fal se

The phrase equivalents in change of
conmand orders are translated into
proper termi nology for use at the
change of command. \What portion of
the orders is read at the change of
command cerenony?

1. Information pertaining to
detachnent only

2. Information pertaining to
reporting only

3. Information pertaining to
detachnent and reporting only

4. Information pertaining to
detachnent, reporting, and

aut horized accounting data



2- 66.

2-67.

2-68.

2-69.

Wien a nmenber is transferred to
another activity for further
transfer to the Fleet Reserve,
which of the following activities
or individuals is responsible for
the preseparation cerenony?

1. The detaching permanent
station
2. The receiving permanent

duty

duty

station 2-71.

Naval
Naval

Per sonnel
Reserve Center

3. Bureau of
4, Chief of

Learning Objective: [ dentify
practices and procedures used in
adm ni stering the forms managenent
program

Fornms are designed to be used for 2-72.

which of the foll ow ng reasons?

1. To provide information for
formulating policy

2. To assist in controlling and
i nprovi ng operations

3. To guide the novenent of
nmaterial s

4. Al of the above

The responsibilities for

adm nistration of forms nmanagenent
within the Navy is coordinated by
what official?

Secretary of the Navy

Chi ef of Naval Operations
Secretary of Defense

Chi ef, Bureau of Naval
Per sonnel

BwE

Who is responsible for the results
of forms nanagement within an

activity? 2-74.

Conmandi ng of ficer

Forms nmanagenent officer
Seni or Yeoman

Admi ni strative officer

b=
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2-70.

2-73.

VWhat shoul d be the first step taken
in the operation of a forns
management of fice?
1. Cancel all local forms in use
2. Design new forns
3. Collect copies of all
used in the activity
4. Review forns for duplication

forms

An effective forms nanagenent plan
should contain a provision for the
continuing review of fornms and

rel ated procedures. At what

interval should this review occur?
1. Monthly

2. Quarterly

3. Semannual ly

4. Annual ly

When the forns control file is
establ i shed, what infornmation

shoul d be witten on the copies of
the fornms that have been coll ected?

1. Nanme of the person who designed
the form

2. Nane of the office using the
form

3. How often the formis used

4.  How many copies are prepared

In the Standard Subject
Identification Code (SSIC) file,
what information should be included

on the label of the local form
fol der?

1. Consecutive nunber

2. Title of form

3. Oiginator’s authorized

abbrevi ati on
4, Al of the above

VWhen a form becomes obsolete or is
repl aced, what should be the
di sposition of the fornP

1. Destroy it because it has
served its purpose

2. File it in a separate file with
a note stating the reason it
was di scontinued

3. File it in the folder with the

form that replaced it
4. Leave it in the SSIC file



2-75.

Which, if any, of the follow ng
statenents would NOT be considered
a benefit from forms managenent ?

1.

Greater efficiency in

or gani zati on

Greater econony in man-hours
Repl acenent of higher echel ons
forms with local forns

| nproved records

18



Text book Assi gnnent: “Reports Control and Records Disposal,’

ASSI GNVENT 3

1

“Per sonnel Support,” and
“Manpower,” chapters 6, 7, and 8, pages 6-1 through 8-7.

3-1.

3-2.

3-3.

I N ANSVERI NG QUESTI ONS 3-4 THROUGH 3-7,

Learni ng Qbjective: Explain the SELECT FROM COLUWN 8 THE TERM THAT BEST
procedures used to develop a FITS THE DESCRI PTION IN COLUW A.
reports control system
A. DESCRI PTI ONS B. TERMS
The responsibility for reports 3-4. A report that 1. As-required
control rmanagenment afloat bel ongs conveys essentially report
to what individual ? the same type of
i nformation at 2. Reports
1. Administrative officer various intervals anal ysi s
2. Ship's secretary
3. Captain’s office supervisor 3-5. A report that a 3. Recurring
4. Executive officer particular office report
or organization
The responsibilities of the reports requests from 4. Information
control point include which of the anot her office requi r enent
follow ng tasks? or organization report
1. Assigning identification 3-6. A report from which an
synbols to reports office or organization
2. Approving proposed new reports draws part or all of the
or revisions to reports data required for another
3. Performing followup revi ews of report
i ndi vi dual reports on a
schedul ed basis 3-7. A report that a
4. Al of the above particular office
or organi zation
provi des for making or
Reports that are prepared and assisting in analysis
required upon each occurrence, st udi es

recurrence, or nonoccurrence of an
event of certain prescribed
characteristics are known as what

type of reports? 3-8. A plan and/or report form used by a
governnent agency for the
1. Infornation collection of information from the
2. Situation general public would be classified
3. Periodic as what type of report?
4. Cccurrence
1. Situation
2. Information
3. Analysis
4. Public
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3-9.

3-10.

3-11.

3-12.

A third requirenent from the Chief

of Naval Operations for a Navy
report concerning intelligence

col lection would bear which of the
followi ng report control synbols?
1. OPNAV 3820-111

2. OPNAV 3820-third

3. OPNAV 3820-(3)

4.  OPNAV 3820-3

In the report case file, what

i nformati on should be included in

each report folder?

1. A copy of the report form

2. A copy of the docunent
requiring the report

3. Related papers, such as source
anal yses, surveys and menos,
pertaining to the report

4. Al of the above

The published list of recurring
reports should include which of the
followi ng infornation?

1. Reference to the directive or
docunent requiring the report

2. Nunber of copies of each report
to be prepared

3. Details concerning preparation
of the report

4. Man-hours required to conplete
each report

One copy of the list of recurring
reports should be maintained as a
master by which of the follow ng
i ndi vi dual s?

1. Administrative officer

2. Executive officer

3. Petty officer assigned to
nonitor reports subnissions

4. Reports control manager
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3-13.

3- 14,

3-15.

3-16.

The list of canceled reports shoul d
be distributed in which of the
foll owi ng ways?

1. Distributed to appropriate
of fices

2.  Appended to each revised |ist
of effective reports or
quarterly supplenments

3. Published in the plan of the
day

4. Distributed on a weekly basis

To nake sure all reports are
subnmitted on schedule, which of the
follow ng actions should be
included in the reports control
procedur e?

1. Provide a reports tickler card
to offices preparing reports

2. Add a list of all reports that
will come due the follow ng
week to the command’ s weekly
l'ist of overdue
reports/correspondence

3. Both 1 and 2 above

4. Put a notice in the plan of the
day

Learning Objecti ve: I ndi cate
practices and procedures applicable
to records disposal

What
standards for
records?

instruction contains retention
official U'S Navy

SECDEFI NST 5211.10C
SECNAVI NST 5212.5C
BUPERSI NST 5212. 6C
OPNAVI NST 5215.5C

B wp e

Your commandi ng of ficer w shes to
recomrend a change to the retention
standards for official Navy

records. To what individual should
the recomendati on be addressed?

Nati onal Archives
Director of the federal records
center serving your activity

3. Secretary of the Navy

4.  Chief of Naval Operations

1. Director,



3-17.

3-18.

3-19.

3-20

3-21.

Wthin a command
for the coordination of records

di sposal efforts normally is
assigned to which of the follow ng
i ndi vi dual s?
1 A legal officer

2. The conmunications officer
3. A record disposal team

4 An officer as a collateral duty

What method is used to dispose of

records?

1. Destruction

2. Donat i on

3. Transfer

4. Each of the above 3-23

For which of the follow ng reasons
woul d a commandi ng officer of an
activity located outside the
continental United States notify
COVWNAVDAC t hat
destroyed?

1. The space that the records
occupi ed was needed for nore
inmportant military purposes

2. Hostile action was inmnent and
the records were destroyed as
an energency neasure

3. Both 1 and 2 above

4,  The records were obsolete

Wien at sea, by which of the
foll owi ng nethods should you
di spose of unclassified records?

3-25

Shreddi ng and dunpi ng overboard
Dunpi ng overboard intact
Bur ni ng

Al of the above

e

Wiich of the following forns is/are
used as a transmittal docunent for
records shipped to a federal

records center?

St andard Form 135
NAVEXOS Form 4065

3. Both 1 and 2, depending on
docunent cl assification
4, DD Form 155

N -
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responsibility 3-22

Navy records were 3-24

Wiat is neant by terminating files?

1. Renobving obsolete naterials
from files and destroying the
mat eri al

2. Renoving seldom used materials
from existing files and
destroying the materials

3. Cosing a file, renoving the
folder fromthe active file
drawer, and starting a new
folder with the same
desi gnati on

4, Subdividing an old file into
specific subjects and setting
up a new file system

All records must be disposed of on
the day authorized for destruction.

1. True
2. False
Wiich of the followi ng statenents
is correct regarding shipnments of
records?

1. Shipnment of less than 1 cubic
foot may be sent in envel opes

2. Shipments of less than 1 cubic
foot should not be forwarded

3. Legal -size docunents are packed
facing the left side of the
standard carton

4, Records are grouped
chronologically by date
ori gi nat ed

Who may authorize naval commands to
obtain information from records
that have been transferred to
federal records centers?

1. The record group manager

2. The appropriate area conmander

3. The commanding officer of the
transferring activity

4, The type conmander for the
transferring activity



3-26.

3-27.

3-28.

3-29.

3-30.

Learni ng Objecti ve: Expl ai n
procedures used to establish and
nonitor customer service

The service you provide affects
only the people you serve.

1. True
2. Fal se

Attitude can be described as the
tendency to nove away from or
toward a situation.

1. True
2. Fal se

Which of the follow ng statenents
about attitudes is correct?

1. Attitudes can be neasured but
not graded

2. The effect of our attitudes can
be measured but not graded

3. The results of our attitudes
can be neasured or graded

4. Each of the above

When you encounter an unpleasant
customer, which of the follow ng
reactions is the best approach?

1. Tell the custoner to conme back
after he or she has cal med down

2. Treat the custoner in a calm
and confident manner

3. Repay the custoner’s rudeness
wi th rudeness

4. Take the custoner aside and try
to calmhimor her

For a person to do the best job, he
or she nust have pride in which of
the follow ng aspects?

1. Self

2. Ability

3. Job

4. Al of the above

3-31.

3-32.

3-33.

3-34.

3-35.

If a menber performs only when told
to do so, he or she is reflecting a
| ack of which of the follow ng
traits?

Intelligence
Skil'l
Pride
Cooperati on

O R SR

Common courtesy is the voluntary
expression of respect for another’s
rights or feelings.

1. True
2. Fal se

When you respond to a custoner’s
needs, an elenment of cooperation is
required on your part as the
contact point representative

1. True
2. Fal se

Monitoring is necessary in a
custoner service office to
establish which of the follow ng
obj ectives?

Ef f ecti veness
Uniformty

Both 1 and 2 above
C eanl i ness

A o -

As a supervisor, you should refrain
from which of the follow ng
actions?

1. Delegating responsibility for
specific duties as soon as
personnel denonstrate their
ability to handle them

2. Delegating responsibility for
specific duties as soon as
duties are assigned to
per sonne

3. Interfering with your personnel
when they are attenpting to
tackle a problem

4. Being tactful in handling
situations where advice is
needed



3-36.

3-37.

3-38.

Yeoman in a custoner
you nust nonitor

As the senior
service office,

personnel in which of the follow ng
areas?

1. Inspections

2. Practices

3. Skills

4, Both 2 and 3 above

When an officer reports on board,
whi ch of the follow ng steps nust
be conpleted as soon as possible to
nmeke sure the officer’s financial
matters are taken care of promptly?

1. Have the officer sign a page 13
and subnmit the proper copies to
the disbursing officer

2. Make sure the Detaching and
Reporting Endorsement to Orders
contains an authenticating
officer’s signature and submit
the proper copies to the
di sbursing officer

3. Have a verifying official
initial the Detaching and
Reporting Endorsenent to Orders
and provide the necessary
copies to the disbursing
of ficer

4, Make sure the officer reporting
signs the Detaching and
Reporting Endorsement to Orders
and subnit the necessary copies
to the disbursing officer

Which of the follow ng nethods
shoul d NOT be used to speed up
service and reduce the tinme that
custoners have to wait?

1. Have custoners nake
appoi nt ment s

2. Have custoners fill out purpose
of visit chits

3. Limt the anpunt of service

4. Establish special counter hours
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3-39.

3-40.

Whi ch of the follow ng methods
shoul d be used to make sure others
are able to locate itens in a
private retain filing systen?

1. Attach a note to forms that are
being held for future action

2. Make notes in a tickler file

3. Make notes on a calendar as a
rem nder when certain types of
actions should be taken

4, Al of the above
When screening documents for pay,
al | owances, and bonuses, to which

of the follow ng publications
should you refer in order to

deternmne entitlenment?

1. DODPM and SDSPROMAN

2. JFTR and NTIs

3. Both 1 and 2 above

4. SDSPROMAN and M LPERSMAN

Learni ng Qbjective: I dentify
procedures used to issue, verify,
and inventory Armed Forces

I dentification Cards.

I N ANSVERI NG QUESTI ONS 3-41 THROUGH 3- 44,
SELECT FROM COLUWN B THE ARMED FORCES

| DENTI FI CATION CARD THAT IS PRINTED IN THE
COLOR OF SECURI TY-TYPE INK LISTED IN

COLUWN A.

A COORS B. ID CARDS
3-41. G een 1. DD 2N (RES)
3-42. Red 2. DD 1173
3-43. Bl ue 3. DD 2N (ACT)
3-44. Black 4. DD 2 (RET)
3-45. Which of the following activities

is NOT an authorized issuing

activity for ID cards?

1. Personnel Support Activity

Det achnent
2. USS Anerica
3.  USS New Jersey
4, VT-10

Corry Station



3-46.

3-47.

3-48.

3-49.

i ssued to
what type of

I D cards are not
dependents wit hout
verification?

1.  Legal docunentation
establishing relationship to
the mlitary sponsor

2. Defense Enrollnment Eligibility
Report System
3. Either 1 or 2 above, as

determ ned by the issuer

4. Letter of endorsement from the
mlitary sponsor’s comandi ng
of ficer

According to the cross-servicing
agreenent, a U.S. Ar Force ID card
issuing activity may verify the DD
1172 of eligible individuals for

i ssuance of an 10 card with the
exception of which of the follow ng
i ndi vi dual s?

1. Unremarried former spouses

2. Eligible dependents of active
duty personnel

3. Both 1 and 2 above

4. Wdows of active duty personnel

All 1D cards nmust be controlled
Which of the follow ng procedures
is incorrect?
1. Maintain a record of all ID
cards issued to all activities
2. Store all ID cards in a desk
drawer with a witten access
| og
3. Ship all 1D cards by registered
mai
4. Record and account for the
i ssuance and receipt of all ID

cards by serial number

Which of the follow ng individuals
is responsible for confirmng the
conmand’ s authorization to issue ID
cards?

Commandi ng of ficer
Supply officer

Admi ni strative officer
Security manager

~ oo
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3-50.

3-51.

3-52.

3-53.

3-54.

Which of the following officials is
responsi ble for nmintaining records
and accountability of ID cards
requisitioned by I1Cl card issuing
activities?

1. Chief of Naval Personnel
2.  Commander, Naval Data
Aut omati on Center
3. Commander, Naval Supply Systens

Comand

4. Commander, Naval Security G oup
How | ong are requisitions and
shi ppi ng docunents pertaining to ID

cards maintai ned?

5 years
2 years
3 years
4 years

ID cards may be photocopied to
facilitate which of the follow ng
adm nistrative requirenents?
1. Admission to nedical facilities
. Check cashing
3. Administration of military-
rel ated benefits to eligible
beneficiaries

4. Al of the above

Wien an active duty nenber does not
surrender his or her ID card to
proper mlitary authority, an entry
must be nade on what page in the
nmenber’s service record?

1. Page 2

2. Page 7

3. Page 9

4. Page 13

For what naxi mum period of tine is

a new ID card issued to nenbers
that are being separated?

1. 30 days
2. 60 days
3. 90 days
4, 180 days



3-55.

3-56.

3-57.

3-58.

Wiich of the followi ng publications
provides detailed information for
the proper conpletion and

submi ssion of an application

package for an officer progrant

1. Naval Mlitary Personnel Mnual
2. Navy Oficer Recruiting Mnual
3. O ficer Transfer WManual

4, Navy Retention Team Manual
Wien an applicant for an officer

program indicates disenroll nent
from an officer—type training
program a NAVCRU T 1110/98 shoul d
be initiated.

1. True
2. False
Wiat is the objective of the

interview for officer

training?

prograns or

1. To provide the applicant an
opportunity to answer questions
and to deternmine if the

appl i cant possesses the
personal characteristics
desired in a naval officer

2. To informthe applicant of the
details of the program and
training

3. To provide an opportunity for
the interviewer to make
judgnments about the applicant
based upon the applicant’s
answers to questions

4. Each of the above

Witten interview results should be
recorded on the interviewer’'s

apprai sal sheet during the

i ntervi ew.

1. True

2. Fal se
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3-59.

3-60.

3-61.

Learni ng objective: Descri be the
devel opnent and inplenentation of
t he manpower planning system

Wiich of the following officials or
authorities is responsible for
pronul gating guidelines as to the
number and type of personnel
assigned to each activity?

1. Secretary of the Navy

2. Chief of Naval Operations

3. Bureau of Naval Personnel

4,  Under Secretary of the Defense

(Manpower)

The Navy WManpower Data accounting
System (NVMDAS) is the source for

activity information, manpower
aut hori zati ons, personnel
authorizations, billet

aut hori zations, and requirenents.
These authorizations and

requi renents are recorded in how
many naj or subsystens?

1. Five

2. Two

3. Three

4. Four

Manpower requirements in NVDAS

files are based upon which of the
followi ng docunents?

1. Prelimnary Shore Manpower
Docunents ( PSHVDs)

2. Prelimnary Ship Manpower
Docunent s ( PSMDs)

3. Sea Operational
( SEACPDET)

4, Al of the above

Det achment



3-62.

3-63.

3-64.

3-65.

aut hori zation is
the follow ng

The term nmanpower
used in which of
ways?

1. To specify categories of
personnel used to perform
functions or missions

2. To describe a specific mlitary
position and means by which it
is resourced

3. To function as a generic term
in place of precise statenments
about authorizations

4. Al of the above

Whi ch of the follow ng best
descri bes the Navy Manpower
Mobi li zati on System (NWMMOS) ?

1. A process that identifies the
wartime nmanpower requirenents
for a shore/support activity

2. A process that identifies a
specific mlitary manpower
space

3. A system that delineates Nava
Reserve billets for active duty
for training personnel

4, A system that identifies
individuals required in a
mlitary capacity to acconplish
the mi ssion

Wien nmay a nanpower nobilization
requi renent be designated Sel ected
Reserve?

1. Wen the position is nilitary
essentia

2.  When manpower is
within M:10 days

3. Wien prenpbilization
is required

4. Al of the above

required

traini ng

The manpower clai mants have the
responsibility for overal
management of assigned manpower

resour ces. After subnmitting a
change request to the nanpower
claimant, to what individual does
the manpower claimant forward the
request ?

1. Chief of Naval Personnel

2. Chief of Naval Operations

3. Area commander

4.  Commander in chief
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3- 66.

3-67.

3-68.

I ndi vi dual commandi ng officers have
the responsibility of periodically
reviewi ng and evaluating the
comand’ s manpower needs. \Wen
change requests to the Manpower

Aut hori zations are subnitted, which
of the followi ng actions should be
t aken?

1. Make sure change requests are
submitted sufficiently in
advance of requested effective
date

2. Make sure each requested action
is conplete and accurate

3. Make sure conplete
justification is provided for
each request for revision

4. Al of the above

Advi sors are assigned to assist CNO

and BUPERS with regard to officer

manpower and personnel officer

designator. Who may be an advisor

for officers?

1. A Deputy Chief of Nava
Qper ati ons

2. The head of a mmjor
office

3. Both 1 and 2 above

4. Anyone in the administrative
chain of conmmand above a
comandi ng officer

staff

Wth regard to enlisted manpower

and personnel, enlisted rating

advisors are designated to assist

CNO and BUPERS. Who nmay be an

enlisted rating advisor?

1. A Deputy Chief of Nava
Qper ati ons

2. The head of a nmjor
office

3. Both 1 and 2 above

4,  Anyone in the administrative
chain of command above a
comandi ng of ficer

staff



3-69.

3-70.

3-71.

Wiich of the followi ng publications
lists the assigned officer

desi gnator advi sors and
subspecialty sponsors and

consul tants?

1. Manual of Navy Enlisted
Manpower and Personnel
Cl assifications and
Qccupational Standards,
| and I

2. Oficer Transfer Mnual

3. Manual of Navy Oficer
and Personnel Cassifications,
volunes | and ||

4, Manual of Navy Tot al
Manpower Policies and
Procedur es

vol unes

Manpower

Force

Wiich of the followi ng publications
contains the block descriptions for
the OPNAV Form 1000/ 27

1. Manual of Navy Enlisted
Manpower and Personnel
Classification and GCccupational
St andards, volunes | and |1

2. Oficer Transfer Manual

3. Manual of Navy O ficer Manpower

and Personnel Cassification,
volunmes | and ||

4.  Manual of Navy Tot al
Manpower Policies and
Procedur es

Force

The billet requirements within each
Navy activity should be revised
annual | y. If during this review it
is determned that a change is
requi red, which of the follow ng
actions should be taken?

1. Subnmit a short format change
request

2. Submit a Manpower Authorization
Change Request, OPNAV Form
1000/ 4A

3. Prepare an official letter
request

4. Submit a nessage to CNO

requesting the change

27

3-72.

3-73.

3-74.

3-75.

Conpensation should nornally be
requi red when submitting changes to
t he Manpower Authorization for

which of the follow ng actions?

1. Increase in the nunber of
billets

2. Increase in the billet paygrade

3. Billet designator or rating
change

4. Al of the above

Wiich of the following NECs has
been authorized for use in
identifying billets requiring wonen
petty officers?

EW-9999
FE- 9999
PO- 9999
WP- 9999

B W N -

If you are preparing a nmanpower

change request, when should you

show all activity billets on the

OPNAV Form 1000/ 4A?

1. Any time the short format
change is not used

2. Any tinme changes constitute a
conpl ete nanpower
reorgani zation

3. Any tinme billet changes affect
at least two departnents

4. Al of the above

Wien should the Manpower Change
Summary Sheet, OPNAV Form 1000/ 2,
be used as the summary of changes?

1. If 10 or nore billets are

i nvol ved
2. If only 8 billets are involved
3. If only 5 billets are involved

4.  The Manpower Change Sunmary
Sheet is always used



Text book Assi gnment:

ASSI G\VENT 4

“Travel ,” “Security,”
t hrough 11-10.

and “Legal,”

chapters 9, 10, and 11, pages 9-1

4-1.

4-2.

4-3.

4-4.

Learni ng bjective: Explain the
regul ati ons governing official

travel and transportation at
gover nnment expense.
Wiich of the follow ng publications
contain(s) regulations pertaining
to travel status and travel orders?
1. Joint Federal Travel

Regul ations (JFTR), volune |

2. US. Navy Instructions (NTIs)

3. Both 1 and 2 above
4. Naval Mlitary Personnel Manual
(M LPERSMAN) 4-6.
YN3 Pistol is ordered to a 5-day
school in security procedures and
wWill return to his parent command.
What form of orders will YN3 Pistol
be issued?
1. TAD
2. TDY 4-7,
3. PCs
4. Goup travel

Ml eage allowance in lieu of
transportation (MALT) covers cost
of transportation expenses only of
menbers performng travel at

personal expense under PCS or TAD
orders.

1. True

2. False

Wiich of the follow ng allowances

covers the cost of |odging,
subsi stence, and other incidental
expenses related to travel ?

MALT

Per diem
M | eage
Per sonal

B wn e

al | owance
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4-5.

Wien the nenber travels by
privately owned conveyance (PQC)
and pays the operating expenses of
the POC because transportation
requests are not available at the
time and place required, the nenber
may receive which of the foll ow ng

types of reinbursenents?

1. MALT only

2. MALT plus per diem

3. Actual cost only

4, Actual cost based on mode of

transportation authorized and
used, plus per diem

Under the | odging-plus method of
rei mbursenment involving orders,
receipts are required to support
entitlement to the per diem

al | omance portion.

1. True
2. Fal se

If a lodging receipt shows a charge
for double occupancy and the other
person sharing the roomis a nenber
or government enployee on official
travel, the traveler is allowed
what portion of the double
occupancy charge?

One-fourth
One-third

One- hal f
Three-quarters

el



4-10.

4-11.

In what way, if any, does
rei nbursement for M&E differ from
| odgi ng expenses?

1. M&E is payable to nenbers
Wi thout item zation of expenses
and w thout receipts

2. M&E is not payable to nenbers
when governnment facilities are
avai | abl e

3. MGE&E is payable to nmembers when
governnent facilities are
avail able only

4.  None

Which of the following officials
determines if governnent nessing is
essential to training and

readi ness?

Chi ef of Naval Personnel
Chief of Naval Operations
Secretary of the Navy
Commandi ng officer

el

Per diemis not payable in which of
the foll owi ng situations?

1. For any day that is classified
as |leave or proceed tine

2. For any period an enlisted
menber i s undergoi ng processing
or indoctrination where both
government mess and quarters
are available before reporting
to the permanent duty station
(PDS)

3. For travel or tenporary duty
performed within the linmts of
PDS other than as authorized
for the arrival at, departure
from and return to the PDS

4. Al of the above

The conputation of constructive
travel is based solely on the
carrier’s required check-in tine at
the termnal.

1. True
2. Fal se
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4-12. The M &E rate is prorated on a
quarter—day basis. On the day of
departure when the nenber’'s trave
status begins in the second
quarter, what percentage of M&E
rate is allowed?

100%
75%
50%
25%

o e

4-13. On the day of return when the
menber’s travel status ends in the
second quarter, what percentage of
M&E rate is allowed?

1. 100%
2. 75%
3. 50%
4, 25%
4- 14, When constructive travel is

conputed, per diemis based on the
| ocation of the menber at what

hour ?

1. 0900
2. 1600
3. 1900
4. 2400

In answering questions 4-15 through

® 4-17, refer to the information given
bel ow. GSE2 Brush received TAD orders to
Fleet Training Goup, Norfolk, VA via
PQOC. GSE2 Brush departed at 0730 on 9
July and reported to his TAD station at
1200 on the sane day. Lodgi ng and
governnent ness were available at the TAD
station. The cost for governnent quarters
is $6. Per diemis $26 and the current
rate for nmileage is $0.25 per nmile. GSE2
Brush departed the TAD station on 15 July
at 1600 and returned to his PDS at 2030
t he sane day.

4-15. What is the per diem allowance for
GSE2 Brush on 9 July~?

$26. 00
$19. 50
$19. 00
$16. 50

mowbd e



4-16.

4-17.

4-18.

4-19.

4-20.

Since governnment ness is avail able,
what amount, if any, will be
deducted fromthe M&E on 10 July?

1 $2. 25

2 $6. 75

3. $11.25

4 Nothing will be deducted; GSE2
Brush nust still pay for neals

in governnent ness

Upon return to his PDS, to what
total anmpbunt will GSE2 Brush be
entitled for reinbursenent?

$236
$281
$291
$296

B ow N e

Wi ch of the follow ng offices

i s/are designated by BUPERS as a
Navy Transportation Ofice

( NAVPTO) ?

1. Navy Conptroller (NAVCOVPT)
2. Personnel support activity
det achnents ( PERSUPPDETS)
3. Scheduled airlines
transportation offices (SATGs)
4. Both 2 and 3 above

Learni ng ojective: Identify the
policies and procedures that govern
passenger transportation.

Wiich of the following offices are
responsi ble for providing passenger
transportation services for

official travel?

NAVPTGCs

PERSUPPDETS only
SATGs and NAVCOWPT
SATCs and PERSUPPDETS

oL e

Passenger reservation requests
(PRRs) for international or
overseas passenger transportation
are submitted to which of the
following offices?

1.  NAVPTGs

2. PCPs

3 Both 1 and 2 above
4, SATGs

4-21.

4-22.

4-23.

Wiich of the following offices are
authorized to arrange international
and transoceanic travel when it
originates outside of CONUS?

1. NAVPTGs when there are no PCPs
in the geographic region

2. PCPs

3. SATGs

4. Both 2 and 3 above

Wiich of the follow ng passenger
reservation procedures should be
foll owed when requesting passenger
transportation?

1. Make arrangenents for
international or transoceanic
travel through the supporting
PERSUPPDET when travel
originates from a shore station

2. Subnmit passenger reservation
requests to the area conmander
supporting the hone port when
travel originates from a ship

3. Submit PRRs to the type
conmander w th regional
responsibilities when travel
originates froma ship that is
depl oyed away from the hone
port

4. Al of the above

A list of NAVPTGs is contained in

which of the follow ng

publications?

1. Naval Mlitary Personnel Manual
Joint Federal Travel
Regul ati ons

3. Issuance of the Navy Passenger
Transportati on Mnual

4.  Naval Travel Instructions



I N ANSVERI NG QUESTI ONS 4-24 THROUGH 4-27, 4-29. A NAVPERS 7041/1 nust be subnmitted

SELECT FROM COLUMN B THE TRAVEL CODE USED each time a nenber is involved in a
ON PRRS THAT MATCHES THE DESCRI PTION I N PCS transfer.
COLUW A.
1. True
A DESCRI PTI ONS B. CODES 2. False
4-24., Aut hori zed or 1. PT 4- 30. Wien should the NAVPERS 7041/1 be
directed air conpl et ed?
travel of nmilitary 2. QA
of fi cer personnel 1. During the nenmber’s check-out
in PCS status, 3. EA process from the detaching
acconpani ed by permanent duty station
dependent s 4. PU 2. During the nenber’s check—in
process at the receiving
4- 25, Aut hori zed or directed permanent duty station
air travel of nmlitary 3. Wiile the nenber is in a |eave
enlisted personnel in status en route to the next
PCS status, acconpanied permanent duty station
by dependents 4. Wthin 30 days of receipt of
PCS orders

4- 26. Aut hori zed or directed
air travel of nmlitary

personnel in PCS status, I N ANSVERI NG QUESTI ONS 4-31 THROUGH 4- 34,

not acconpani ed by SELECT FROM COLUWMN B THE PART OF NAVPERS

dependent s 7041/1 THAT LISTS THE | NFORMATION IN
COLUW A

4-27. Aut hori zed or directed
air travel of military A. | NFORVATI ON B. PARTS
personnel in TAD status

4-31. Househol d goods 1.1
Learning ojective: Explain how to 4-32. Dependent s 2. 11
conpl ete PCS Travel, NAVPERS
7041/ 1. 4- 33. Itinerary 3. Il
4- 34, Vehi cl es 4. 1V

4-28. The PCS Travel, NAVPERS 7041/1, is
used for which of the follow ng

reasons?

1. It is the primary source of
statistical information
regarding transfers

2. It is an essential tool used in

the fiscal managenent of the
Per manent Change of Station

Pr ogram

3. It is used for effective and
efficient budgeting of PCS
funds

4, Al of the above
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4-35.

4-36.

4-37.

4- 38.
Learning Objective: Identify the
basi ¢ principles of the Navy
security program and types of
security briefings and debriefings
Wio at an activity nust be
know edgeabl e about the security
orientation, education, and
training progran?
4- 39.
1. Al officers above the grade of
LCDR only
2. Al officers in the grades of
ENS through LT only
3. Al CPGCs only
4. Al officers, enlisted
personnel, and civilians who
have access to classified
nmateria
Whi ch of the following is one of
the purposes of the security
orientation, education, and
training progran?
1. To famliarize personnel
regarding nobilization 4-40.
requirenents
2. To famliarize personnel having
access to classified material
with the proper security
procedur es
3. To educate personnel about the
rol e of seapower in nationa
security
4, To familiarize personnel wth
new defense weapons and systens 4-41.
Wio at an activity has the
responsibility for educating
personnel on procedures for
safeguarding classified material?
1. Commandi ng officer
2. Training officer
3.  Educational services officer 4-42
4,  Custodian of registered

publi cations
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YNC Pistol supervises three YNs in
the captain’s office. Wo nust
make sure these YNs are trained in
their duties to safeguard the
officer's classified material?

Training officer
Ship's secretary
YNC Pi st ol
Educat i ona

B -

services officer

What is the primary objective that
shoul d be inmpressed on your
personnel regarding effective
security?

1. Security is a collatera
2. Security is not sonething
separate and apart from other

duties

3. Access to classified
information is not permtted to
personnel who have an interest
in pronoting national security

4.  Unnecessary reproduction of
classified material mnust be
prevent ed

duty

What type of security briefing
shoul d be conducted during the
training of personnel who enter the

Navy or Marine Corps?
1. Indoctrination

2. Oientation

3. On-the-job training
4., Special briefing

How often shoul d personnel having
access to classified information
receive a refresher briefing?

1. Monthly

2. Quarterly

3. Sem annual |y

4. Annual ly

How often must personnel who have
access to material classified

Secret or above be given a
count er espi onage briefing?

Once a year

Once every 2 years
Once every 3 years
Once every 5 years

5w N e



4-43.

4-44,

4- 45,

4-46.

4-47.

Count erespi onage briefings are 4-48.

conducted by which of the follow ng
i ndi vi dual s?

1. Security nanager

2.  Commanding officer

3. Naval Investigative Service
agent

4. Defense Investigative Service
agent

Who assures that you undergo a
defensive foreign travel briefing?
Educati onal services officer

Admini strative officer
Commandi ng officer

M~ wo e

Who determines if your dependents
should receive a defensive foreign
travel briefing?

1 Commandi ng officer

2 Adm ni strative officer

3. Security officer

4 Educati onal services officer

Under what circunstances nust a
comrandi ng officer nake sure a

security debriefing is conducted 4-50.

for a menber?

1. If the nenber is separated from
active duty

2. If the nenber no |onger
requires access to classified
mat eri al

3. If the nenber inadvertently
gai ns substantive access to
information that he or she is
not eligible to receive

4. Al of the above

Wien a security debriefing has been
conducted for a menber, what

di sposition is nade of the original
of the Security Term nation
Statement, OPNAV Form 5511/14?

1. Filed in the individual’'s
service record

2. Filed in the classified
material records file

3. Forwarded to Director,
I nvestigative Service

4, Forwarded to the Bureau of
Naval Personnel

Naval
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Security nanager 4-49.

When the security clearance of a
mari ne has been revoked for cause,
what disposition is nade of the
original security termnation
stat enent ?

1. Filed in the individual’'s
service record

2. Filed in the command's files
for 2 years

3. Forwarded to the Commandant of
the Marine Corps

4, Forwarded to Director,
I nvestigative Service

Naval

What disposition is nade of the
security termnation statement when
the statenent is executed at the
conclusion of a limted access

aut hori zation?

1. Filed in the individual’s
service record

2. Filed in the command's files
for 2 years

3. Forwarded to the Bureau of
Naval Personnel

4, Forwarded to Director,
I nvestigative Service

Naval

A security termination statenent is
not executed when a menber is being
transferred from one command to
anot her.

1. True
2. Fal se



4-51.

4-52

4-53

Learni ng ojective: Describe the
practices and procedures applicable
to administrative investigations or
fact-finding bodies.

An officer in command is
responsi bl e for
i nvestigations of incidents

i nvol ving his or her personnel
Which of the follow ng individuals
or commands is/are responsible for
conducting an investigation for a
menber who is injured during a PCS
transfer?

4-56.

The detaching command
The reporting conmmand
Both 1 and 2 above
The area comander

el o

What are the primary functions of
an administrative fact—finding
body?

1. Investigating the facts of an
all eged offense and
recomrendi ng appropriate
di sciplinary action

2. Searching out,
assenbl i ng, analyzing, and
recording all available
i nformati on about the matter
under investigation

3. Interrogating wtnesses and
determining if an offense has
been committed

4. Investigating the facts of an

incident and deternmining if a 4-58.

trial is warranted

The time period for an

adm nistrative fact-finding body to
submit its investigation should not
normal | y exceed how many days?

1. 15 days
2. 20 days
3. 30 days
4. 45 days
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4-54.

initiating 4-55

devel opi ng, 4-57

Howmany ki nds of administrative
fact-finding bodies are there?

Five
Two
Thr ee
Four

i NS

At |east how many officers nust be

appointed to a court of inquiry?
1. Five

2. Two

3. Three

4. Four

Before an officer nmay convene a
fact-finding body required to
conduct a hearing, the officer nust
have what authority?

1. To convene a general or summary
court-martia

2. To convene a special or sumary
court-martia

3. To convene a general or specia
court-martia

4. To inpose nonjudicial
puni shnent

A fact-finding body required to
conduct a hearing consists of what
m ni mum nunber of of ficers?

One
Two
Thr ee
Four

B W N -

Who may authorize a person to be
designated as a party to an
i nvestigation?

The convening authority
The fact-finding body
Both 1 and 2 above

The commandi ng of ficer

=



4-59.

4-60.

4-61.

4-62.

A fact-finding body not required to
conduct a hearing nmay collect
evidence in which of the follow ng
ways?

1. Personal interviews only

2. Correspondence only

3. Personal interviews and
t el ephone inquiries only

4. Personal interviews,
correspondence, and tel ephone
inquiries

SK2 Doe has been accused of

| ar ceny. Before security personnel
interrogate or request a statenent
from SK2 Doe, they nust conply with
which of the followi ng articles?

Article 15
Article 31
Article 86
Article 92

el A .

desires to waive his
or her rights regarding self-

i ncrimnation, which of the
following forms nay be used by

i nvestigative personnel?

When a suspect

1. NAVJAG 5810/ 10

2. NAVJAG 5800/ 7

3. NAVJAG 5710/ 10

4. NAVJAG 5700/ 7

Whi ch of the follow ng

adm nistrative fact-finding bodies
subnmits its report in letter forn?
1. Court of inquiry

2. Administrative fact-finding
body required to conduct a

heari ng

3. Administrative fact-finding
body not required to conduct a
heari ng

4. Al of the above
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4-63.

4- 64,

4-65.

4- 66.

4-67.

Learni ng Objective: Expl ain the
regul ations applicable to reports
of of fense.

An inmredi ate commander should refer
to which of the following Rules for
Courts-Martial (R C. M) regarding
the initial disposition of a report
of offense?

1. RCM 306

2. RCM 601

3. RCM 701

4, RCM 1103

Wthin the limts of a commander’s

authority, which of the follow ng
actions may he or she take to
initially dispose of a charge?

1. Administrative action

2. Nonjudicial punishnent

3. Disposition of charges
according to RC.M 401

4. Al of the above

Which of the follow ng individuals
may prefer charges?

1. CAPT Doe

2. LCOR Brush

3. YNl Pistol

4. Al of the above

The Charge Sheet, |ID Form 458,
consi sts of how many sections?

Five
Two
Thr ee
Four

i

How should (a) charges and (b)
speci fications be nunbered?

1. (a) Roman nunerals
(b) Roman nuneral s
2. (a) Arabic nunerals
(b) Arabic nunerals
3. (a) Roman nunerals
(b) Arabic nunerals
4, (a) Arabic nunerals
(b) Roman nuneral s



4-68.

4-69.

4-70.

4-71.

VWhat facts should be included in
the specifications on a charge
sheet ?

1. The accused’'s rate, nane,
branch of service, social
security number (SSN), and
statenent of facts only

2. The accused's rate, nane,
branch of service, SSN, unit,
time of offense, and statenent
of facts only

3. The accused' s rate,
branch of service, unit, tinme
of offense, place of offense,
and statenent of facts only

nane,

4, The accused's rate, nane,
branch of service, SSN, unit,
time of offense, place of
of fense, and statement of facts

In the preferral section of the
charge sheet, who usually signs the
charges as accuser?

1. The officer who conducted the
prelimnary investigation

2. The person who originally
pl aced the accused on report

3. The first officer to becone
aware that an offense has been
conmitted

4.  The president of
genera

the appointed
court-martial board

What action should be taken by an
officer exercising summary court-
martial jurisdiction upon receipt
of sworn charges?

1. Forward the charges to his or
her superior

2. Enter the hour and date of
recei pt on the charge sheet

3. Proceed with the trial

4, Return the charges to the
convening authority after
reviewi ng them

Which of the follow ng individuals
endorses the referral, service of

charges section on a charge sheet?

The president

The convening authority
The accused

The nmilitary judge

~wro e
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4-72.

4-73.

4-74.

4-75.

Learni ng Objecti ve: Describe the
principles involved in censure as
it applies to a statenment of
adverse opinion or criticism of an
i ndi vi dual’s conduct or

per f or mance.

VWhat two forns of censure express
adverse reflection upon or
criticisnms of a person’s conduct?

1. Reflection and criticism

2. Adnonition and reprimand

3. Reflection and reprimnd

4, Criticism and censure

A nonpunitive letter is issued for
what reason?

1. To renedy a noted deficiency in
conduct or performance of duty
2. As a form of nonjudicial
puni shnent
3. As a result
court-marti al
4. To request a change in behavior

of a sentence by

Gt her than secretarial letters of
censure, a nonpunitive letter nay
be appended to which. if any, of
the follow ng docunments?

1. Fitness reports

2. Enclosures to investigations

3. Departnental records of the
reci pi ent

4. None of the above

In what form should punitive
letters for nonjudicial punishnent
be issued to (a) officers and (b)
enlisted personnel?

1. (a) In witing only
(b) in witing only
2. (a) In witing or orally
(b) in witing or orally
3. (a) In witing only
(b) in witing or orally
4.  (a) In witing or orally
(b) in witing only



Text book Assi gnnent:

ASSI GNVENT 5

“Legal ,” chapter 11,
chapter 12,

pages 11-10 through 11-22
pages 12-1 through 12-14.

and “Separations,”

5-1.

5-2.

5-3.

Learning Objective: Explain rules
and regul ations governing
m sconduct and line of duty.

VWi ch of the follow ng cases of
injury resulting in loss of tine
require an investigative report by
a fact-finding body?

1. Cases of injury resulting in
loss of time from duty for |ess
than 24 hours

2. Cases of injury resulting in

nore than 24
likely to result

| oss of tinme for
hours, but not

in permanent disability

3. Cases of injury that may result
in permanent disability

4. Al of the above

Under which of the follow ng

ci rcunstances would a case of
injury require an investigative
report by a fact-finding body?

1. VWhen there is any question of
the nental responsibility or
nmental capacity of the injured
party

2. The injury resulted in death

3. The injury resulted from eneny
action under circunstances
suggesting misconduct of the
menber or not in line of duty

4. Al of the above

To be determ ned wongful conduct,

what characteristic nust the action
have?
1. It must be intentionally

incurred or result

negl i gence

from gross

2. It nust have been unforeseeable
as the result of the act

3. It rmust have been the indirect
result of the act

4, It must have been unavoi dabl e
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5-4.

5-5.

5-6.

5-7.

M sconduct can never be in |line of

duty.
1. True
2. Fal se

Learning Objective: | dentify
procedures applicable to
unaut hori zed absence and desertion.

Under which of the follow ng
circunstances will an absentee be
decl ared a deserter?

1. The facts indicate the nenber
may have committed the offense
of desertion as defined in the

UCMJ
2.  The nenber has been absent
wi t hout authority for 30

consecutive days

3.  The nmenber is absent without
authority and remains in any
foreign country and requests
asyl um

4. Al of the above
When a nenber is absent from an
assigned duty station, which of the

followi ng actions is conpleted
i medi atel y?

1. Inquiring of local hospitals
2. Questioning cohorts about
possi bl e whereabouts

3. Inquiring of local Iaw
enforcenent agencies

4. Each of the above

What docunent should be conpl eted

in the case of wunauthorized
absences of nore than 24 hours?

1. Deserter/Absentee Wanted by the
Armed Forces, DD Form 553
2. Punitive letter of reprimnd

Nonpunitive letter of reprimnd
Record of Unauthorized Absence

NAVPERS 1070/ 606

s w



5-8.

5-9.

5-10.

5-11.

5-12.

VWhat page of the enlisted service
record should contain all the
information in the Declaration of
Desertion nessage?

NAVPERS 1070/ 613
NAVPERS 1070/ 610
NAVPERS 1070/ 605
NAVPERS 1070/ 602

Hwh

A menber was on unauthorized
absence for nore than 24 hours.
The command nust prepare what
within 5 working days?

NAVPERS 1070/ 613
NAVPERS 1070/ 606
DD Form 553
DD Form 458

=

What official authorizes a
di scharging activity to declare aa
deserter discharged in absentia?

CNO
Pr esi dent
Congr essman

W

Learni ng Obj ecti ve: Det er m ne
policies and procedures applicable
to powers of attorney,

i ndebt edness, and congressiona

cor respondence.

What are the categories of
of attorney?

power s

1. Limted power for certain named
transacti ons

2. General power of attorney

3. Both 1 and 2 above

4,  Particular power of attorney

Upon what individual (s) does the

responsibility for an indebtedness

rest?

5-17.

Creditor only
Debtor only
Creditor and debtor
Debtor’s CO

e
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5-13.

form 5-14.

CHNAVPERS 5-15.

5-16.

Debt collectors nust conply wth
which of the follow ng regul ations
concerni ng indebtedness?

1. Standards of

2. Fai r Debt
Act

3. Manual of
Cenera

4. Manual for Courts-Marti al
United States, 1984

Fai r ness
Col | ection Practices

the Judge Advocate

VWhat is the limt of information
that can be furnished to creditors
requesting information concerning
the personal rating of a menmber of
t he naval service?
1. Verification that the nenber is
in the naval service
2. The nmenber’s duty station
addr ess
3. The nenber’s basic pay
4. Al of the above

A final or interimreply should be
sent within how many workdays from
the tine a congressional inquiry

reaches the action officer’s desk?

5 days
6 days
3 days
4 days

el NS .

Learni ng Obj ecti ve: Descri be
policies governing officer
separati ons.

Which of the following officials
establishes criteria for
separations?

CNO
SECNAV
SECDEF
Pr esi dent

o>

Oficers may be term nated by which
of the followi ng neans?

Accept ance of
Di smi ssal
Dropping fromrolls
Al of the above

resi gnation

B



5-18.

5-19.

5-20.

5-21

5-22

What publication specifies the
format of an unqualified
resignation?

PAYPERSVAN
M LPERSVAN
OFFPERSMVAN
JAGVAN

Early separation is not authorized

for which of the following reasons?

1. Attendance at night school

2. Part-tine schoo

3. Courses that prepare one for a
hobby

4. Al of the above

An officer or enlisted menber of
the Regular Navy has a vested right
to retire voluntarily upon
conpletion of at |east how nmany
years of active duty?

1. 20 years

2. 25 years

3. 28 years

4, 30 years

Oficers separated for cause are
either physically or nentally

i ncapabl e of performing their
duties properly through no fault of
their own.

1. True
2. Fal se

VWhat official may determ ne whether
an officer will be processed for
dropping from the rolls, revocation
of conmission, termnation of

appoi ntnent, or such separation
from the naval service as may be
appropriate?

1. The officer’'s CO
2. CNO

3. CHNAVPERS

4. SECNAV
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5-23.

5-24.

5-25.

5-26.

5-27.

In what instruction is contained
detailed information and gui dance
for processing officers for
separation because of conditions

that render the continuation of
officers in their present status
undesi rabl e?

1. SECNAVI NST 1460. 1A

2. SECNAVI NST 1920. 6A

3. SECNAVI NST 2344.6E

4. SECNAVI NST 4290. 1H

Which of the following officials.

acting for the President. my
dism ss an officer w thout court-
martial in time of war?

CNO
SECDEF
SECNAV
CHNAVPERS

B~ 0N -

VWhat is the statutory retired age
for permanently conmi ssioned

Regul ar officers in the grade of
ensi gn and above?

1. 60 years of age

2. 62 years of age

3. 65 years of age

4. 70 years of age

What publication contains

conditions that nust be net for

pl acenent on the tenporary
disability retired list (TDRL)?

1. Disability Evaluation Manua

2. Naval Mlitary Personnel Manua
3. Judge Advocate General Manual
4. Navy Regul ations, 1990

What is the name of the pending
list of all menbers who have been

found unfit to perform the duties

of their office, grade, rank, or

rating?

1. Interim disability retirenment
list

2. Tenporary disability retired
list

3. Alternate disability retired
l'ist

4, Separation interim retirenent
list



5-28.

5-29.

5-30.

5-31.

Separation orders for officers are
i ssued by what official?

1. CHNAVPERS only

2. SECNAV only

3. CHNAVPERS or SECNAV
4. CNO

O ficers who have been totally
separated from the naval service
are entitled to which of the
follow ng types of discharge
certificates?

1. Honorabl e

2. Genera

3. Discharge Under Conditions
O her Than Honorabl e

4. Al of the above

Learning Objecti ve: Expl ain the
rules and regul ati ons governi ng
enlisted separations.

For which of the follow ng reasons
does the Navy provide for the
orderly and expeditious separation
of naval personnel?

1. To make sure the Navy is served
by individuals capable of
neeting required standards of
duty, performance, and
di sci pline

2. To nmintain standards of
performance and conduct through
appropriate separation

3. To achieve authorized force
level s and grade distributions

4. Al of the above

The criteria and format for a
request for hardship discharge are
contained in what publication?

1. M LPERSMAN
2.  OFFPERSMAN
3. ENLTRANSMAN
4. JAGVAN

5-32.

5-33.

5-34.

5-35.

A menber not physically qualified
by reason of physical disability
nmeans that a menber is unable to
performthe duties of his or her
rate in such a manner as to
reasonably fulfill the purpose of
the menber’s enploynment on active
duty.

1. True
2. Fal se

Al'l Fleet Reserve transfers are
effective on what day of the nonth?

1. First

2. Thirtieth

3. Thirty—first
4, Last

Under which of the follow ng
circunstances nmy an effective date
of transfer to the Fleet Reserve be
held in abeyance?

1. Menber is awaiting an
adm nistrative discharge

2. Menber is in a disciplinary
status

3. Both 1 and 2 above

4, Menber is attending schoo

A fleet reservist is required to
fulfill which of the follow ng
requi renents?

1. Be physically exanmined at |east
once every 4 years

2. Be ready for active service in
time of war or nationa
ener gency

3. Pronptly answer all
correspondence

4. Al of the above



5- 36.

5-37.

5-38.

5-39.

Learning Objecti ve: [ dentify
policies and procedures applicable
to admnistrative separation

(di schar ge)

Wien a nenber
adm nistrative separation.
the follow ng procedural

requi renents nust be followed?

is processed for
whi ch of

Notice only
Counsel only
Response only
Notice, counsel

B~ oo e

and response

An adnministrative separation board
consists of at |east how many
conmi ssi oned, warrant, or
noncomm ssi oned officers?

1. One conmissioned, warrant, or
nonconmi ssi oned officer

2. Two conmm ssioned, warrant, or
nonconmi ssi oned officers

3. Three conm ssioned, warrant, or
nonconmi ssioned officers

4, Four comm ssioned, warrant, or
nonconmi ssioned officers

The convening authority appoints
which of the followi ng individuals
to an adm nistrative separation
boar d?

1. Menbers of the board

2. A nonvoting recorder

3. A nonvoting |egal advisor
4. Al of the above

Learning Onojective: Descri be

benefits available to the service
menber .

What individual is responsible for
meki ng sure service nenbers are
aware of benefits provided for them
and their famlies?

1. The nenber’s CO

2. The nmenber’s XO

3. The nenber’s career counselor

4, The nenber’s inmediate

supervi sor
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5-40.

5-41.

5-42.

5-43.

5-44.

What
cover age of

is the nmaxi mum amount of
the Servicemen's G oup

Li fe Insurance?
1. $25, 000
2. $50, 000
3. $75. 000
4. $100, 000

The Veterans’ Goup Life Insurance

(V&l) is a 5-year, nonrenewable
term coverage that has no cash,

| oan, paid-up, or extended val ues.
1.  True

2.  False

To obtain VGA.I coverage, fill out

DVA Form 29-8714 and send (a) what

nunber of nonths’ premum within
(b) what mininmm period of tine?
1. (a) First nmonth’s prem um
(b) 120 days
2. (a) 2 nonths’ premum
(b) 60 days
3. (a) 3 nmonths’ prem um
(b) 30 days
4 (a) 4 nonths’ prem um

(b) 120 days

A nenber who is found by the

Adm nistrator of Veterans Affairs
to be suffering froma disability
or disabilities may apply for

i nsurance within what nininmm
period of tine from the date that
such disability was determ ned by
the Department of Veterans Affairs

(DVA) ?

1. 6 nonths
2. 9 nont hs
3. 12 nont hs
4. 24 nonths

Total |y disabled personnel may

apply for any of the NSLI plans
except for which of the follow ng
pl ans?

1. Extended

2. Endowment

3. Nonext ended

4. Paid-up



5-45.

5- 46.

5-47.

What is the nanme of the DVA bookl et 5-48.

| S-1?

1. A Sunmary of Departnment of
Veterans Affairs Benefits

2. Navy Guide for Retired
Personnel and Their Famlies

3. Federal Benefits for Veterans
and Dependents

4, Veterans Life Insurance
Benefits

What agency or official determ nes

retirees’ eligibility for specific 5-49.
benefits?

1. DVA

2. SECNAV

3. Chief of Naval Operations

4.  Navy Departnment

What document contains a listing of
the DVA regional offices and
centers throughout the United

St ates? 5-50.

1. Federal Benefits for Veterans
and Dependents

2. A Summary of Departnent of
Veterans Affairs Benefits
3. Veterans Life |nsurance

Benefits
4. Navy Wde for Retired
Personnel and Their Famlies

42

On or after 1 January 1957, all
nmenbers of the Armed Services of
the United States perforning active
duty or active duty for training,

i ncl uding mdshi pren at the Naval
Acadeny and NROTC mi dshi pnen cone
under the contributory coverage
provi sions of the Social Security
System

1. True
2. Fal se

What individual has the
responsibility to adequately inform

menbers of their rights and
benefits under the Social Security
Act ?

1. CNO

2.  SECNAV

3. Menber’s CO

4.  Menber’s career counselor

I ndi vi dual s applying for adm ssion

to the Naval Hone should be
anbul atory and capable of caring
for their personal needs and of
cleaning their room

1. True
2. Fal se

* U.S. G.P.0.:1993-733-075:80042



COURSE COMPLETION/DISENROLLMENT FORM
(Refer to instructions in front of course)

PLEASE PRINT CLEARLY

YEOMAN 1 & C 82614
NONRESIDENT TRAINING COURSE (NRTC) NAVEDTRA NUMBER
NAME, RANK, RATE, CIVILIAN SSN

IF YOUR COURSE WAS ADMINISTERED BY NETPMSA, YOU MUST SUBMIT THIS FORM TO
THE ADDRESS BELOW. IF YOUR COURSE WAS ADMINISTERED BY AN ACTIVE DUTY
COMMAND OR NAVAL RESERVE CENTER, DO NOT SUBMIT THIS FORM TO NETPMSA.

[ I COURSE COMPLETION (Date )
| OUS——

YOU SHOULD RETAIN THE TRAINING MANUAL AND THE ASSIGNMENT BOOKLET IF
THEY ARE NOT CLASSIFIEOD. If CLASSIFIED, submit the material to your
command for proper disposition of CLASSIFIED material. A letter of
satisfactory completion will be issued to you after your last assignment
is received and processed. This form should be included when you send in
the last assignment. If the training manual and NRTC courses are
designated with distribution statements B, C, D, E, F. or X, and you
decide to dispose of the material, you must destroy the material to
prevent disclosure of contents or reconstruction of the document.

DISENROLLMENT (Date )
e (Did not complete the course)

In the event of disenrollment, submit this form to the address below
with any unused ADP answer sheets. You need not return any other course
material. If the course material is CLASSIFIED, you must submit the
material to your command for proper disposition of CLASSIFIED material.
If the training manual and NRTC courses are designated with distribution
statements B, C, D, E, F, or X, and you decide to dispose of the
material, you must destroy the material to prevent disclosure of contents
or reconstruction of the document.

OTHER REASON (Specify) :

PRIVACY ACT STATEMENT

Under authority of Title 5, USC 301, information regarding your military status is requested to assist in
precessing your comsents and prepare a reply. This information will not be divulged, without written
authorization, to anyone other than those within 000 for official use in detersining performance.

COMMANDING OFFICER
NETPMSA (CODE 0742)

6490 SAUFLEY FIELD RD
PENSACOLA, FL 32509-5999

NETPMSA 1550/31 (Rev. 4-92) 43






STUDENT COMMENT SHEET

THIS FORM MAY BE USED TO SUGGEST IMPROVEMENTS, REPORT COURSE
ERRORS, OR TO REQUEST HELP IF YOU HAVE DIFFICULTY COMPLETING

P P

THE COURSE.

Date
FROM: SSN
NAME (Last, first, M.I.)
RANK, RATE, CIVILIAN
STREET ADDRESS, APT #
ZIP CODE
CITY, STATE
To: COMMANDING OFFICER

NETPMSA (CO
6490 SAUFLE
PENSACOLA F
Subj: VYEOMAN 1 &

1. The following

Under authority of Title §,
procossing your conlonts and prepnre 3

NETPNSA 1550/41 (Rev. 9-91)

DE 0313)

Y FIELD RD

L 32509-5237

C, NAVEDTRA 82614

comments are hereby submitted:

PRIVACY ACT STATEMENT

USC 301, information regarding your military status is requested to assist in

reply.  This inforlation vill not be divulged, without writtenm
uithin 380 for official use ia dsteraining perfsracnce.

45



.........

......... (Feld aleny dotted lime amd staple or tape).........
DEPARTHNENT OF THE NAVY

COMMANDING OFFICER
NETPMSA (CODE 0313)
6490 SAUFLEY FIELD RD
PENSACOLA FL 32509-5237

OFFICIAL BUSINESS
PENALTY FOR PRIVATE USE, $300

COMMANDING OFFICER
NETPMSA (CODE 0313)
6490 SAUFLEY FIELD RO
PENSACOLA FL 32509-5237
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INVEOTRA 1430/5

itock Ordering No. 0502-LP-216-0100

'RINT OR TYPE

‘TTLE RAVEDTRA
e Last Niddle HODRESS Street/Ship/Unit/Divisien, etc.
City or FPO State 1ip
\ANK/RATE____SOC. SEC. NO. DESIGNATOR____ ASSIGNNENT NO.
O usN U USNR [] ACTIVE O INACTIVE OTHER (Specify) DATE NAILED
SCORE
1 2 3 t 2 3 1t 2 3 A
T F T F T F
0000 , 0 000 ,0aonf
,004aan 0000 ;0000
0000 » 0000 53 0 000
0 00agd ,» OO Q44 a0 0a0dd
0000 w0000 s 0 00O 0O
s 0000 wOooao s 00O 00
, 0000 0000 g 0000
s 0040 w0 0OaQdgd s 0000
,ooono w0000 00000
w0000 5 1 000 o 0000
w0 0aad 0000 SREARRERE
,0000 ,0000 0000
,0000 ,0000 ,0000
LZwaood wOo OoOg EREREEN
s 0000 wOoog s 0O 00
L0000 ,0000 L0000
p0004d 20000 PEENERNEE
w0000 wooaoag e 0000
wooono «woOooao s 1000
,0000 L00noon ,0000
200004 w0 aOagd nOooad
, 000 QOO0 gooaag p 0 0od
,» 0000 ERERENE 0004
4 0000 waoao RERERERE
s 030004 o0 04ad s 0000

THIS FORM MAY BE LOCALLY REPRODUCED

47













	ASSIGNMENT 1
	ASSIGNMENT 2
	ASSIGNMENT 3
	ASSIGNMENT 4
	ASSIGNMENT 5

